DEPARTMENT O GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULFE

Schedule No.  M-173

Page | of 5

Agency

Town of Sykesville

Item No

Division/Unit
Secretary/Receptionist/editor

Description

Benefits- Plans; vision service plan, medical, dental,

prescription drugs

Benefits- Vaccinations/Flushots; invoice, employee list, fee
schedule

Benefits- Brochures, Forms, Directories; LGIT, Risk
Management, deferred compensation program, provider
information, retirement employee packages

Benefits/Employee files; authorizations for insurance

deductions, injury reports and attending documents, insurance
applications, plan membership cards, benefits elections forms

Benefits/yCOBRA

Carroll Community Momentum Classes; purchase order,
training agreement

COHS/Carroll Occupational Health Services; forms,
agreement, drug testing results, correspondence

Retention

Retain until updated or
superceded, then destroy

Retain 3 ycars, then destroy

Retain until updated or
superceded, then destroy

Retain for 3 years after
employee termination, or 1 year
after termination plan, then
destroy

Retain any active file for length
of benefit. After termination
retain 5 year, then destroy
Retain 3 years, then destroy

Retain 3 years, after termination
then destroy

Approved by Department, Agency or Division Representative

ey

Date Date
Signature (—~ )
Type Name Matthew Candland

Title

Town Manager

Schedule Authorized by State Archivist

WOV O M
fﬁ;jd ; W 4
Signatur ‘ & '
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RECORDS RETENTION AND DISPOSAL.SCHEDULE
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Item No

Description

Retention

8

10

11

12

Correspondence/General; Adelphia correspondence,
basketball court correspondence

Daily Planners

Equipment/Office; work order (repair)
Gatehouse Repairs

Historic District Commission/Sykesville; applications for
certificate of approval, correspondence, photos, plans, historic
preservation grant program application, cases and issue
guidelines, tax credit applications, transmittal of receipts,
resumes, meeting information, applications for commission
openings, ad for vacancies, membership lists, conferences,
purchase orders, map owner list, original meeting notes,
Warfield final copy, minutes, agendas, guidelines on

computer disk, tapes

Screen annually. Destroy
material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer
periodically to the MD State
Archives

Retain 2 years, then destroy

Retain for 3 years, and until all
audit requirements have been
met, then destroy

Retain for 3 years, and until all
audit requirements have been
met, then destroy

Permanent. Transfer
periodically to the MD State
Archives




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-173

(CONTINUATION SHEET) Page 3 of 5
Item No Description Retention

13 Insurance/LGIT; amendment 1989 Retain 4 year after contract

termination, then destroy

14 Insurance/LGIT; correspondence Retain 3 years, then destroy

15 Insurance/LGIT; monthly census, 2003-2004 salary list filed Retain 3 years after employee
with August census termination or one year after

termination of plan, then destroy

16 Insurance/LGIT; vehicle list Retain until updated or

superceded, then destroy

17 Insurance Claims/LGIT; property, personal injury, accident, Retain notice of claim with no
general, check copies, repair quotes, vehicle accident report, further action for 5 years
estimate of repairs, claim summary reports, invoices, following the year to which they
application for property insurance, renewal information, risk relate, then destroy. Retain
management and employee safety, safety and medical, notice of claim with lawsuit filed
hazardous materials right to know, agreement,/ CUGLE; for 5 years after settled, then
workers compensation claims destroy.

18 Insurance Plans and Policies; accident/town volunteers, Retain until updated or
disability/long and short term, reclassification, bond, superceded, then destroy
automobile policies, group life, American Industries Trust
employee life insurance information, LGIT medical insurance
and renewals, LGIT property and liability, medical
insurance/health, CareFirst group medical and hospital service
agreement comprehensive plan, enrollment application/doctor
selection and member, policies

19 Insurance Reports/IWIF; unemployment reports (no claims), Screen annually. Destroy

injured workers reports (no claims), premium payments, loss
runs, claim detail reports, correspondence, receipts, forms

material having no further fiscal,
legal or operational value.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-173

(CONTINUATION SHEET) Page 4 of 5
Item No Description Retention

20 Insurance; Flood insurance rate map-Sykesville,Flood Retain until updated or
Insurance Study-Sykesville, preliminary report, flood profiles superceded, then destroy

21 Insurance/Retirement; Great West (old retirement plan) Retain 3 years afier employee
summary report, Great West Life/brochures, plan documents, termination or one year after
quarterly reports/ benefits information, handbook/ PEBSCO termination of plan, then destroy
(now Nationwide) employee retirement, IRS code 457,
employee contributed retirement/ Town Personnel Retirement;
general insurance, fidelity/surety bonds, health and life
insurance

22 Little Sykes Train; catalogs, signage information, memos, Retain until updated or
festival, sales order, licensing (legal information), safety codes | superceded, then destroy

23 Maintenance Information; purchase orders for work shirts, job | Retain for 3 years and for
descriptions, on-call calendars, applications, want ads purchase orders until all audit .

requirements have been met,
then destroy

24 Maryland Municipal League (MML); agenda, menu Retain 2 years, then destroy
information, attendees list, check copies

25 Manuals; LGIT (scope of coverage), risk management, fee Retain until updated or
schedule, park reservations, visitors center, park meetings, superceded, then destroy
employee handbook

26 Maryland Historic Preservation Commissions Handbook, Retain until updated or
consultant’s report, “Economic Benefits of Historic superceded, then destroy
Preservation”

27 Newsletters; ads, orders, newsletter including Sykesville Retain 2 copies newsletters

Historic news (2001-2002)

permanently and transfer to MD
State Archives. Ads and orders
retain 3 years then destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMIENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

| Schedule No. M-173

Page S of 5§

Homecoming Parade, Hurricane Isabel

(CONTINUATION SHELT)
Item Description Retention
No.

28 Newsletter; calendar Retain 2 years, then destroy
29 Oil Reeyceling Shed; invoices, posted gencral ledger, check Retain 5 years afler final grant
copics, grant information (copy), plans payment and all audit

requirements have been met,
then destroy
30 Paid Invoices/Purchase Order Books; (examples) window Retain for 3 years and until all
cleaning, Sykesville Retreat, recycling bins/ Nextel bills; paid audit requirements have been
bills, correspondence, quotes met, then destroy
31 Personnel; employment turn-down notices, resumes Retain for 2 years from date of
action, then destroy
32 Personnel; employee pay ranges, applicatidns for employment Retain 3 years after termination,
(Maryland version) then destroy
33 Regulating Flood; prone land in Maryland Retain until updated or
superceded, then destroy
34 Telephone Messagé Books Retain 2 years, then destroy
35 Telephone System; Avaya, signed Verizon contract, Retain 4 years after contract
background (account summary and correspondence), purchase | expiration, then destroy
orders, certificate of insurance, copies of checks
36 Vietnam War Veterans, Sykesville Area; compiled by Gary Permanent. Transfer
Douglas Jestes, Vietnam War Veterans list and photos periodically to the MD State
Archives
37 Working Files/ Examples; historic license plate, Century Screen annually. Destroy

material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer ,
periodically to the MD State
Archives




Instruclions - Type or Print a séparate form for each
new of revised record series, forward with Record
Ratention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

" JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartmenl/Agency

2. Division

Su,m,/ :l/i/«\

3. Unit

7

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposldon'purposes.

4. Record Series Titla

/(Ban%;—u /yj/y

5. Earliest Year/l.atesl Year
AT 210 290 2

V1160 Seri/ice. P/Aﬁ
/Viec /‘["& /
D enta

N\,

Pre ‘EC.‘r;fﬁTﬁ'ah /)/’18[44 :

6. Record Series Description (Briefly describe the types of informationr/documents/forms found in the series. Includae the purpase or function of the series.

GS 5504 (Rev. 1793) : =

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
Q File Drawer(s)
0 Letter Size O Microfilm Alphabatical O Microfilm Reel(s)
' 0 Computer Ta_pa(s)
O Legal Size O Computer Tape O Numerical Number O Other (SPGC"Y)
0O Bound Book ~ O Floppy Disk O Chronological
’ 0. Annual A lation
1 Audio Tape 0 Video Tape 00 Geographical 10. Annual Accumu O File Drawer(s)
' i . O Microfim Reel(s)
0 Other (specily) a  Cther (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used 12. File Becomes Inactiva After
a Daily 0 Weeldy O Monthly - 0 Month(s) O Year(s)
Number
13. Current Location(s) {Bldg.. Floor, Room) 14. s Record Serigs Dupliwted Elsewhere?
157 ) (it yos, spacify agency or office)
0 Yes O No
15. Access Restriclions . 0O Yes 0 No 16. Audit Requirements
(it Yes, cite Law(s) & Begulation(s)
O None O State 0O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes 0O No . . .
: Retain until updated or
superceded, then destroy
Name apg Tit . Date
/ 410.884.4441 L/ 150 ot
O;_




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Reltention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

PAGE ol OR !

JepartmenVAgency

2. Division

3. Unit

s -~ ) ;‘1

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposition purposes.

e

4. Record Serigs Tille ' /
J -

i

f 2.4 .S

/

5. Earliest Year/Latest Year
) P ¥y s

o0 to il =

NS
>

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
. Annual Accumulation
1 Audio Tape O Video Tape O Geographical b O Fie Drawer(s)
' . » O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly et | O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
S7 (If yes, specify agency or office)
L[' ) 5 woed CAD . O VYes O No
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
(Il Yes, cite Law(s) & Regulation(s)
O None O State 0O Federal 0O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No

Retain 3 years, then destroy

"‘W‘“m“ b 2 410.884.4441 ;S

DGS 5504 (Rev. 1783)




Relention Schedule (DGS 550-1)

Instructions - Type or Prinl a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY ‘“

&

JESSUP, MARYLAND 20794 BAGE . ' -OF o
JepartmenVAgency 2. Division 3. Unit
SZCN.*,‘!M /0/;

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title ﬂ 4 ;
9¢ne L 8

lets

]

Rurthass, Foom, Oure sl

5. Earliest Year/Latest Year
to

—_

o~ )
LJ» /

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

e = YO S

’ ,.. » "_. : " 2 -
;/‘? :;Z Y ¢t / - g '~"*"""’b,”‘"°""“ i
S : y
Lesred comipensation prim /
[5 Zj/ [ N/( 7 /) / J
Provided 14
b o i, U A azed
/Qvf’f-?./. crp 37,/64 /D , [
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
ety 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk O  Chronological :
: : - 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: 3 L O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
_— Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly o AR O Month(s) 0O Year(s)
Number
13. /C;[rznl Lgcation(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
/ %) I, (If yes, specify agency or office)
(; ly . O Yes O No
/7/0V - ,DM /"";/
15. Access Restrictions . O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s)
O None 0O State 0O Independent

O Federal

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

IRl g g Ll ia

any hadware/software
¥oxy o Retain until updated or
superceded, then destroy
1
b s y 21. Date
/y M 410.884.4441 o 27-00f
UGS 5504 (Hev, 1753)




T e AT

; DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION .
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE _ OF ___
JepartmenVAgency 2. Division 3. Unit
— v A e
Oecredln ry /\/J
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and dsposition purposes.
4. Record Series Tille A TR LAY A 5. Earlnest Year test Yoat
Bene //ﬁ’ 1 ‘(/fﬁ/z /9der JilLs 2002 w0 L0903
/9
6. Record Series Description (Brielly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
/l F A -’ /4 7 4 " / { 4"‘ ,’/., //"" "l' 4/0/‘ ’ 4 .-ﬂ':",\ i 4 v{
4 ; v L L/
/7 S0 o | (2
7
/
A //ﬂ'ﬁ"/’/“.«""/ 7 /(/‘ 2 2 l,:
eReLifs /e chgne Sy mise
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O Chronological
: 2 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
2 o { O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly b TR, O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. |Is Record Series Duplicated Elsewhere?
> (If yes, specify agency or office)
Lﬁ{"-/ r) 2t . ¢ /,79 ‘ a Yes a No
15. Access Restrictions ' aNes O No 16. Audit Requirements
(If Yes, cite Law(s) & Begulation(s)
O None 0O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software A / g Bih
J / /¥ /'
- Ves O No 1 e . : ! &) oni ‘
i P / M
[1{s £y y >4 ¥
Name Title of ;
410.884.4441 o R
S i \;/"/ g \'7/
DTS 5504 (Rev. 1703)




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE __ OF

JepartmenVAgency

2. Division
]

«/77/ VXS

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille

/,»] e 1
(Dt gk e 16

5. Earliest Year/l.ausl Year
22/ w_7%/

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological L'
: 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical O File Drawer(s)
' . 3 O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly AN s, 0 O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
27 Panoin (I yos, specify agency o offico)
W Q Yes O No
Vit [
|
15. Access Restrictions . O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Regulation(s)
O None 0O State O Independent

O Federal

any hadware/software

O Yes O No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

Ko,
/

idf me

'Re;aimsyewsafter'
R@/zm (lfz P d‘f\h- +le Tor ,2,, /

(¢fan 5-‘1cé-> ten ciesh?q

+ gt fermnahca

ev.

410.884.4441

21. Date




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ OF

Jepartment/Agency 2.

Division

S@( pefani
y/a

3. Unit

R/E

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as waell as retention and dgsposlﬂon'purposes.

4. Record Saries Tille aﬁr’fJ"’f i:w}/iﬁfu’b,j;u

1 A yﬂ/uﬂ'};/ﬁ {/ Lol

5. Earliest Year/Latest Year
D030 £ 1a9p 3

ﬂa ithall, Ot/
Trai

hird OGrLene

wf

- 8. Record Serias Description (Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

Number

7. Record Saries Formalt(s) 8. Record Series Sequence 9. Volume
0O File Drawer(s)
0O Lettar Size O Microfilm O Alphabetical O Microfilm Reel(s) -
: ' 0 Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)_
0 Bound Book O Floppy Disk O Chronological
' . 10. Annual A lation
1 Audio Tape 0O Video Tape O Geagraphical b ceumd O File Drawer(s)
: o . O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Usad '12. File Becomes Inactive After
Q Daily O Weekly QO Monthly O Month(s) 0O Year(s)

13. Currfgnt Locatlon(s) {Bidg., Floor, Room)

/S

Laris wood eals.

0O Yes

14. Is-Record Series Duplimtad Elsewhere?
(If yes, specify agency or offica) -
O No

15. Accass Raestrictions 0O Yes

. 0 No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

0 None O State

O Federal O Independent

any hadware/software

O Yes O No

17. Is an Index System Used? (lf yes, explain briefly and describe

18. Recommendsd Retention

- Retain 3 years, then destroy

» 4

GS 550-4 (Rev. 1793)

410.884.4441

s s
] 4 ey,
7Ll =Y




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.O. BOX 275
PAGE __.  OF ___

JepartimenV/Agency 2. Division

S {Cf'*(}’z&f?.

3. Unit

R/E

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention .and dlsposlﬂon‘purposes.

4. Record Serigs Title c O ﬂ 5

5. Earliest Year/Latest Year
Qﬂﬂ'z to ﬁ(ZOLi

. 7%;//775 '

OL;( 7 (’),// i C(,.u//':{_,f/ J’}M,/ 71/49@!/ % \SZ/ viced
/

6. Record Serias Dascription (Briefly dascribe the types of informationn/documents/forms found In the series. Include the purpase or function of the saries.

eyl
otug fcayﬁnj PRy s
Comes.
7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0 Letter Size O Microfilm 0 Alphabetical 0O Microfilm Reel(s)
) 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number a Other {specity)
O Bound Book O Floppy Disk O  Chronological '
. ) . 10. Annual A lation
1 Audio Tape O Video Tape O Geographical nnual Ascumy O File Drawer(s)
. o, . O Microfilm Reel(s)
0 Other (specity) 0O Other (specity) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used v 12. File Becomes Inactive After
O Daily O Weeldy O Monthly O Month(s) O Year(s)

Number

13. Current Loggtion(s) (Bldg.. ﬁoor. Room)

Iba
i ' s
Lorl’s yond fie cab,

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
Q Yes QO No

15. Access Restrictions 0 Yes

) O No
(It Yes, cits Law(s) & Begulation(s)

16. Audit Requirements

O None 0O State O Federal O Independent
17. Is an Index System Used? (!f yes, explain briefly and describe 18. Recommended Retantion
any hadware/software .
[¥] M{;ﬁ;w
O Yes O No 0

Retain 3 yearsfthen destroy

“ 410.884.4441

G5 550-4 (Rev. 1733}




Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE __. OF ___
JepartmenV/Agency 2. Division 3. Unit
) 25
566%6/7%(//% K/ &

. : v I .
DEFINITION - RECORD SERIES - A group of related records normally filad and used as a unit for relerence as well as retention and disposition purposes.

4. Record Series Titla : ’*,m
ISEners i COrres.
\(\56"7&/_( < /

5. Earliest Year/Latest Year

220/ v 2009

6. Record Series Description (Briefly describe the types of informationvdocuments/forms found In the series. Include the purpose or function of the serles.

d el phi corres
Bashetbail coudt corres

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
D Letter Size 0 Microfitm O Alphabetical O Microfilm Reel(s)
) ) 0 Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number g Other (spooﬂy)
0O Bound Book O Floppy Disk O Chronological .
' . 10. Annual Accumulation
} Audio Tape O Video Tape O Geographical nn O File Drawet(s)
‘ . . O Microfilm Reel(s)
G Other (specity) 0O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used ' 12. File Becomes Inactive Alter
O Daily O Weekly Q Monthly a Month(s) O Year(s)

Number

13. Curr?_m Location(s) (Bidg., Floor, Room)

157
Lon's Wood ¢ad

14. |Is Record Serias Duplkzted Elsewhare?
(It yes, specify agency or office)
a VYes

O No

15. Access Raestrictions

. O Yes 0O No 16, Audit Requirements
(It Yes, cita Law(s) & Begulation(s) .
' O Nane O State O Federal 0 Independent
17. Is an Index System Used? (!t yes, explain briefly and describe 18. Recommendoed Retention

any hadware/software

0O Yes O No

Screen annuaily.  Uestroy malenal naving no
further fiscal, legal or operational value. Retain
permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

-
4

Nam@le oliP

GS 550-4 (Hev. 1/03)

410.884.4441

et

-

21. Date

- H250Y

—————————
< s .




L . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each 'RECORDS MANAGEMENT DIVISION :
new of revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
JepartmanVAgency ) 2. Division 3. Unit

St cuvézczﬁ« - R / &

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposiﬁon'putposes.

4. Record Series Title D YD
' : &u%{ Flanne s

5. Eg,rliest 1Year/Lat‘est Year

Viien g &L

6. Record Serias Description (Briefly describe the typas of Informatienn/documents/forms found in the series. Include the purpose or function of the saries.

7. Record Series Formal(s) ‘ 8. Record Series Sequence : 9. Volume
O File Drawer(s) -
O Letter Size O Microfilm O Alphabetical 0O Microfiim Reel(s)
' —_— 0O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological '
. ' . . |
¥ Audio Tape O Video Tape 0 Geographical 10. Annual Accumu aﬁ;n Filo Drawer(s)
X e . O Microfiim Reel(s)
0 Other (specity) Q Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. Fila is Used 12. File Becomes Inactive Alter
a Daily 0O Weeldy O Monthly - O Month(s) 0 Year(s)
Number
13. Currepl Location(s) (Bidg., Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
) SF ) (If yes, specify agency or office)
L.or/s woerd Hle. cad O VYes O No
15. Access Rastrictions . O Yes 0O No 16. Audit Requirements
(it Yes, cite Law(s) & Begulation(s)
0O None 0O State O Federal 0O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
Retain 2 years, then destroy

G5 550-4 {Rev. 1/53)

f S

* 410.884.4441

_—

21. Date

N et
780




new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF

Jepariment/Agency

2. Division

Dec f»izr‘{;?if%

3. Unit

R

DEFINITION - RECORD SERIES - A group of ralated records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tile  ~ f'/ . .

B Cgupment Offucs

5. Earliest Year/Latest Year
0/ to '

’/J/{ ardér (mpu/)

6. Record Serias Dascription (Briefly describe the types of Inlonnahonnldocumenls/lonns found in the serles. Include the purpose or function of the saries.

G5 550-4 {(Hev. 1/93)

| o

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
D Lettor Size 0 Microfilm Alphabetical O Microfiim Reel(s) -
O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (spacily)
0J Bound Book O Floppy Disk O Chronological
10. al lation
} Audio Tape O Video Tape O Geographical Annual Accumula O File Drawer(s)
: o ) 0O Microfilm Reel(s)
Q Other (specify) O Other {specity) O Computer Tape(s)
Number 0O Other (spacily)
11. File is Used A 12. File Bacomes Inactive After
O Daily D Weekly 0O Monthly - 0 Month(s) O Year(s)
Number -
13. Current Location(s) (Bldg., Floor, Room) 14. |Is Record Series Dupliwted Elsewhera?
JSH v (it yes, spacify agency or office)
Z,,jj/; S waoa 24 ei) O Yes O No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Regulation(s)
O None O State O Federal O independent
17. Is an Index System Used? (i yes, explain briefly and describe 18. Recommended Relention
any hadware/software
O Yes O N Retfun for tlfree years (3) and
until all audit requirements have
been met, then destroy
Name and Title of Preparer 2 21. Date
410.884.4441 o s
3/ yae




Instructions - Type or Print a séparale form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF ____

Jepartmant/Agency

2. Division

Segeta 7«

3. Unit ’

Hecspss f/ﬁ/z At

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 6 CQITf’/ '/;3 Sz

1
,Q%,pﬁ i

5. Earliest Year/Latest Year

Q94 10‘__&’.907

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Number

O Month(s)

7. Record Saries Formal(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
Q Letter Size O Microfilm O Alphabetical O Microflm Reel(s)
' : O Computer Tape(s)
0 Legal Size 0 Computer Tape 3 Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological '
. ’ . 10. Annual A lation
J Audio Tape 0 Video Tape 0O Geographical nnual Accumu O File Drawer(s)
) ., . O Microfilm Reel(s)
O Cther (specity) O Other (specity) O Computer Tape(s)
Number O Other (specily)
11. Fila is Usad A 12. File Becomes Inactive After
1 Daily O Weekly a Monthly 0 Year(s)

13. Current Loc_gtion(s)

(Bldg.. Floor, Room)
/a i :

LS wlaad e cab,

O Yes

14. Is Record Series Dupliwted Eisewhare?
(It yes, specify agency or offica)
O No

15. Access Rastrictions O Yes

. a No
(1t Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

0 None 0O State

O Federal

O Independent

any hadware/software

O Yes O No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Ratention

Retain for three years (3) and
until all audit requirements have
been met, then destroy

Name_ z i

GS 550-4 {Hev. 1/53)

410.884.4441

21. Date




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

II

Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE _ OF __
JepartmenVAgency 2. Division 3. Unit

Sec »e‘:-*‘é:w«c/:' ; K/ &

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Titl ot 4 ’ 5. Earliest Year/Latest Year
" jogh g v H,,I;J,—*_f:j_ a D]; et &771 ST ; J00( 2004/

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
Cadid ¥ Lddstii

c?-z,zf,'rir, pad .
%—7’3’—’- Pﬂff'//.{ L0 Gr A ol )c;r/',: w’{?ﬂ/ e .

7

Jz’ﬁﬂ". JLI? § 5 0 o A -~ 3 o 2 :
(IJ/"/".-‘-";.
Phstos

,'/' L

D ’ +Lk ):/ z“:{ .7.;’/ ,c, 0 “/'{_'_,.I nn €5
' Yoy . mmeetiay nfo
/fi, (715 77 ‘2/ R pELeid g # : /
O & —_
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0 Computer Ta.po(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological .
0. Accumulation
1 Audio Tape O Video Tape O Geographical " E T Dkl
1 ! g 0O Microfilm Reel(s)
O Other (specify) 0O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used : 12. File Becomes Inactive After
QO Daily 0O Weekly O Monthly o SR 0O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
) >‘1** (If yes, specify agency or office)
A A ) ;- O Yes O No
v’,,l/,/ rme 4./~ );,4, /f‘;/
15. Access Raestrictions . O Yes 0O No 16. Audit Requirements
(Il Yes, cite Law(s) & Begulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No Permanent. Transfer periodically
to the Maryland State Archives
|

Name and Title of Psép 20 1. Date
/ é&‘ ': 229

IG5 5504 (Rev. 1753)




Instructions - Type or Print a separate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794 PAGE - OF =08
JepartmenVAgency 2. Division 3. Unit
2Ered /// K/
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Tille | ' -/ . " . A : ) A ad 5. Earliest Year/Lalest Year
PSS SIIER/ & »F VAl =

/e

lO_g_'_Q’?j

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

Name §d Title éipaer
J - /
DGS 5504 (Rev. 1/93)

ev,

y 4 »
7. Record Series Format(s) 8. Record Serles Sequence 9. Volume / o/ndicr
i O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
LRCT . B 0O Computer Tape(s)
O Legal Size 0O Computer Tape Numerical Number O Other (speciy)
O Bound Book O Floppy Disk O Chronological
A al A ulation
1 Audio Tape 0O Video Tape O Geographical g i aD File Drawer(s)
: ; O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly LS O Month(s) O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes O No
15. Access Restrictions 0O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Regulation(s)
0O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No Permanent. Transfer periodically
to the Maryland State Archives
21. Date
410.884.4441 2




‘Instructions - Type or Print a séparate form for each
new or revised record serias, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE__. oF ___
Jepartment/Agency 2. Division 3. Unit
. 5]
Secretanp RIE

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and &sposlﬂon’purposas.

4. Record Series Tilla Sy;‘{%. Y storic ;5;3:’;/;'97‘ &mz’q,{;; s

5. Earliest YearQ atest.Yoar
(= to’ Aid

2l agpndiy.
(e f»‘v’{a@zp.

%&d[;}(&f’éyz:ﬂ o Coprpantisr oliat

6. Record Series Descriplion (Briafly describe the types of informationn/documents/forms found in the series. include the purpose or function of the series,

(1 Yes, cite Law(s) & Be'gulation(s)

O None ‘

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
. O File Drawer(s) -
0O Letter Size O Microfitm 1 Alphabetical O Microfilm Reel(s)
—_ 0 Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number g Cther (speafy_)
0 Bound Book O Floppy Disk 0O Chronological '
' . 10. Annual Accumulation
J Audio Tape 0 Video Tape 0 Geographical O File Drawer(s)
: . . O Microfilm Reel(s)
O Other (spacify) O Other {specify) O Computer Tape(s)
Number O Other (specity)
11. File is Used ‘ 12. File Bacomes Inactive Aftar
O Daily 0 Weekly a Monthly O Month(s) 0O Year(s)
Number
13. Current Lacation(s) {Bldg., ?loor. Room) 14. Is Record Series Duplicated Eisewhere?
/57 7 (It yos, spacify agency or office)
a 07]5{ rost WM' o O Yes O No
¢
15. Access Restrictions 0O Yes O No 16. Audit Requirements

O State

O Federal O Independent

any hadware/software

QO Yes 0O No

17. Is an Index System Used? (Il yes, explain briefly and describe

18. Recommended Retention

Permanent. Transfer periodically
to the Maryland State Archives

Name;dn Jjtle o@%

3
v

20. Telephone Number

21, Date

w.,h—.
]
2
N
§
<
e

DGS 550-4 (Rev. 1/93)




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794 PAGE ___ OF ____
Jepartment/Agency 2. Division 3. Unit -
iy 2]z
\JL ST “7 AL f‘* 4 /

DEFINITION - RECORD SERIES - A group bf related records normally filed and used as a unit for referance as well as retention and disposition’purposos.

4. Record Senes Title 5 ]L f B / 7/51_,94@1_,,.

[Syteas Hoor L:;;w“,:f’“ Commissimm )

5. Earliest Year/l./@tesLYear
200] o O 5

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formalt(s) 8. Record Series Sequence 9. Volume ﬁ [wd«.v ‘/KVK’—P
O File Drawsr(s)
0 Letter Size 0 Microfilm . O Alphabstical 0O Microfilm Reel(s)
- D Computer Tape(s)
O Legal Size Q Computer Tape 0O Numerical Number 0 Cther (specily)
0 Bound Book O Floppy Disk 0 Chronological i
10. Annual A latio
1 Audio Tape 0 Video Tape 0O Geographical nnual Accum c‘n File Drawer(s)
o . ‘O Microfilm Reel(s)
O Other (specity) 0O Other (specity) O Computer Tape(s)
Number O OCther (spacify)
11. File is Used . 12. File Becomes Inactive After
Q Daily 00 Weeldy O Monthiy — 0 Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
/ S (If yes, specify agency or offica)
N X ’“‘ Y
/7z ) .ZPLL ;i 9] es a No
15. Access Restrictions - 0O Yes O No 16.  Audit Requirements
{1 Yes, cite Law(s) & Regulation(s) .
3 None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes Q- No Permanent. Transfer periodically
to the Maryland State Archives

Name.and Tille of | r/;’aarglr
; ﬁ&/ﬁ_ YA/ <

20. Telaphone Number

DGS 550-4 {Rev. 193]




INSTRUCTIORS ~ 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED NECORD SERIES. FONWARD WITH RECORDS RETENIION RECORDS MANAGEMENT DIVISION

SCHEDULE {DGS $50-1) 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 . Page ot

1. DEPARTMENT/AGENCY ’ 2. DIVISION 3. UNIT

e, -

DEFINITION - Records Serles - A group of related records notmally filed snd used as s unit for reference as well as retention and disposition purposes,

4. RECORD S‘ENES"HH.E ‘ 5. EARLIEST YEAR / LATETEST YEAR
LGIT ﬁﬂrfemm% '

Ww 10 7??7

8. RECORD SERIES DESCRIPYION ( Briefly describe the lypes of Information/documents/iorms found in the Series. Include the purpose or function of the Series)

Umwend men™ /M

7. RECORD SERIES FORMAIT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME .
. Q File Orawer{s)
O Lelter Size o Microfiim O Alphabetical O Microfilm Reel (s)
0O Computer Tape (s)
O Llegal Size o Computer Tape O Numerical ] O Other (Specily}
D Bound Book : a Floppy Disk o Chronological Number
O Audio Tape o Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
) QO File Drawer (s)
 Other (Specily) O Other {Specily) © O Microfilm Reel {s)
O Computer Tape(s)
Qa Other (Specify) -
Number
11, FILE 15 USED . . . oo ] 12, -FI_LE BECOMES INACTIVE AFTER
o Daily O Weekly . O Monlhly e O  Monhs) ©  Year(s)
' Numbet
13. CURRENY LOCATION(S) {Bidg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes, specily agency or office)
¢ O Yes 8 No
15. ACCESS RESTRICTIONS (it yes. cile law(s) & tegulalion{(s} 16. AUDIT REQUIREMENTS
[a] Yés - 0O No - O None 0 Slate 0 Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hardware/soflware ‘] Wz \ fow, e
, | PaTae 41 if¥er Qondiact Termindiioa
A fpa AL
- P P S
13. NAME ANDJ’i_ £, OF PREPA ERY 3K 21. DATE

06GS 550-4 {Navised 1193}




Instructions - Type or Print a separate form for each
new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenV/Agency 2. Division

i/}:\/‘v(:lj,_) %

3. Unit

£le

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Senes Title \)71—’ b{

Sufbced §
'in ,z:f—‘_

"/K-Lp,&‘——u

C(nf'f {35 U /;

(.ﬂ..

»_)"_If;..\

5. Earliest Year/Lglast Year
Ho0f 1o g—%‘)j

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

—
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume /3 aude /«/e,/)
O File Drawer(s)
0O Lelter Size 0 Microfilm . O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
O Legal! Size 0 Computer Tape 0O Numerical Number O Other (specily)
O Bound Book 0O Floppy Disk O Chronological
10. Annual Accumulation
} Audio Tape 0 Video Tape 0O Geographical nnual Accum O File Drawer(s)
o ’ . O Microfilm Reel(s)
0 Other (specify) O Other (specity) O Computer Tape(s)
Number 0O Other (specity)
11. File is Used ‘ 12. File Becomes Inactive Alter
a Daily 0 Weekly 0 Monthly — O Month(s) QO Year(s)
Number .
13. Current Location(s) {Bldg.. Floor, Room) 14. Is Record Series Duplicated .Elsewhere?
15+ (It yas, specify agency or office)
\ 7 O Yes O No
Holl buflet
15, Access Restrictions 0O Yes O No 16. Audit Requirements
(It Yas, cite Law(s) & Regulation(s) ,
O None O State O Federal O Independent
17. Is an Index System Used? (i yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes D No Permanent. Transfer periodically
to the Maryland State Archives

Name/aﬁ /Zle o %parer

20. Telephone Number

21. Dale

JI5-a%

GS 550-4 (Rev. 1793}

r




.

INSTRUCTIONS - 1YPE O PIINT A
REVISED RECOND SERIES,
SCHEDULE (UGS §50-1)

FORWARD WITH RECORDS RETENNION

SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

AGENCY RECORDS MVENTORY

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
1. DEPARIMENT/AGENCY 2. DW'ISION 3. UNIT

DEFINITION . Records S"'}l

« A group of related records normally filed and used as & unit for reference as

well ss retention and disposition purpares,

4, RECORD SERIES IHLE u/

’

G/ 7 (e,

5. EARLIEST YEAR / LATETEST YEAR

(%710 /987

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/lorms found in the Series

. Include the purpose or funclion of the Series)

MGS 550.4 [Revised 1797}

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
. O File Orawer(s)
O Leller Size” o Microlilm O Alphabetical a Miciolilm Reel (s)
O Computer Tape (s)
O legal Size o Compuler Tape o Numerical o Other (Specily)
O Bound Book O Floppy Disk O Chionological Number
Q Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Other (Specily) O Other (Specity) O Microtilm Reel {s)
O Computer Tape(s})
Q Other (Specify)
Number
11, FILE 16 USED 12. FILE BECOMES INACTIVE AFTER
o Daiy O Weekly o Monlhly : . O Month(s) o Years)
Number
13 CURR?NI LOCATION(S) (Bldg., Float, Raom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes. specily agency of office)
)
¢ -I : : O Yes O No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o] Yés D No O None o Slate 0 Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain beielly and 18. RECOMMENDED RETENTION
descube any hardwarelsaltwaie) .
: Retain 3 years, then destroy
O Yes 0 No
19. NAME Anp,m’é orp/é PARE 20. TELEPHONE NUMBER 21. DATE
/ it 5- - /07/
410.884.4441




instructions - Type or Print a séparate form for each
new or revised record saries. forward with Record
Retention Schedule {(DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF ___

JepartmenVAgency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group of ralated records normally filted and used as a unit for reference as well as retention and d_isposmon'purposes.

4. Record Series Tille

M LGIT

5. Ea I'esg ear/Latest Year
L.Q_f to_20TD

6. Record Serias Description (Briafly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

C o ;g
RN/
JIA /vf@ﬁ

DGS 550-4 (Rev. 1793)

410.884.4441

7. Record Series Format(s) 8. Record Serias Sequence 9. Volume
O File Drawar(s) -
D Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
' 0 Computer Tapa(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
0 Bound Book O Floppy Disk O Chronological :
' 10. Annual A ulation
1 Audio Tape O Video Tape 0O Geographical nniat Aceum O File Drawer(s)
: . . 0  Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
1t. File is Used 12. File Bacomes Inactive After
0 Daily 0 Weekly O Monthly - 0 Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bidg., Floor. Room) 14. Is Record Series Duplicated Elsewhere?
1. {if yes, specify agency or office)
a/th C O VYes 0O No
15. Access Restrictions . O Yes O No 16. Audit Requirements
(11 Yes, cita Law(s) & Begulation(s)
' a0 None Q State O Fedaral O Independent
17. s an Index System Used? (If yes, explain briefly and describa 18. Recommended Relention
any hadware/software
O Yes O No
Name and Title of Preparer 20. Telephone Number 21. Date

42904




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate lorm for each '"RECORDS MANAGEMENT DIVISION
new or revisad recard series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 - PAGE __ OF ___
Jepartmant/Agency ) 2. Division 3. Unit

« S@ ur*r’;f""af - /‘-’

/

DEFINITION - RECOQ&SERIES -'A group 6! ralated records normaily filed and used as a unit for reference as well as retention and dispasition purposes.

to

4. Record Series THle . Ly Lo o 5. Earliest Year/Lates! Yoar
Q;fyjf LG 74/{/10'7:/%%7 Consees e

S~

6. Record Series Description (Briafly describe the types of lnlormaﬁonnldocumahts/!onns found in the series. Include the purpose or function of the saries.

A003 -fu/
bfu/aﬁ e ,,,{ L) /L«J,Zg (s 5

(GG

7. Record Series Format(s) 8. Record Serles Sequence : 9. Volume .
O File Drawer(s)
0 Letor Size QO Microfilm 3 Alphabetical » a Microfilm Reel(s) .
) 0O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specity)_
0 Bound Book O Floppy Disk O Chronological
: . 10. Annual A lation
1 Audio Tape O Video Tape O Geographical MR File Drawer(s)
) o, , 0O Microfilm Reel(s)
Q Other (specnfy)_ 0 Other (specity) O Computer Tape(s)
Number 0O Other (specity)
1. Fila is Used '12. Fils Becomes Inactive After
g Daily O Weekly O Monthly O Month(s) 0 Year(s)
Number :
13. Currgnt Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhere?
Si ' {f yos, specify agency or office)
J 5 i’jr,_. s :’! ..C’ et O Yes O No
15. Access Rastrictions . 0O Yes B No 16.  Audit Requirements
(it Yes. cite Law(s) & Begulation(s) : .
O None O State O Federal 00 independent

17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommendad Ratantinn
any hadware/software

Retain for 3 years after

O Yes a No employee termination or one
year after termination of
plan, then destroy

Name and Title of Preparer 20. Telephone Number 21. Date

45504

DGS 5504 (Hev. 1/93)




. X DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for each "RECORDS MANAGEMENT DIVISION :
new or revisad record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE __ OF ___

JepartmenVAgency _ 2. Division 3. Unit
Oecidiert | ) / =
’ C i~ >

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as waell as retention and disposition purposes.

WSS W LGIT Vehicle LisT

5. Earliast Year/Latest Year
S0 Zoa>

6. Record Series Description (Briefly describe the typaes of informationn/documents/forms found In the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence : 9. Volume »
O File Drawer(s) -
O Letter Size 1 Microfilm O Alphabetical ‘ ‘0 Microfilm Reel(s) -
0D Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (spedfy)
DBoundBock O Floppy Disk O Chronological '
i 10. Annual Accumulation
1 Audio Tape Q Video Tape O Geographical nntial Accumu O File Drawer(s)
X _r , 00 Microfilm Reel{s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number 00 Other (specily)
11. Fils is Used - 12. File Becomes Inactive After
a Daily 0 Weeldy D Monthly O Month(s) 0 Year(s)

Number

13. Cu_:/r_anl Location(s) (Bldg.. Floor, Room)
It =

Lors's ioed Cals,

14. Is Record Series Duplicated Elsewhere?
(If yes, spacify agency or offica)
O Yes g No

15, Access Rastrictions . O Yes O No
(1 Yes. cita Law(s) & Regulation(s)

16. Audit Requirements

O None O State 0O Federal O independent

17. s an Index System Used? (M yes, explain briefly and describe
any hadware/software

O Yes O Ne

18. Recommended Relention

Retain until updated or
superceded, then destroy

20. Telephone Number

410.884.4441




2 : DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION :
ew or revised record series, forward with Record 7275 WATERLOO ROAD
Relention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
JepartmenV/Agency ‘/u, 2. Division 3. Unit
Secretr iR
0 C e [/ /P'/:
f A«
DEFINITION - RECORD §§§%S A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Tille 3 ; 5. Earl Year.
\Q/LG// 1y ~—'-“'-? ns ?S# lO 2"’"'
6. Record Series Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.
'7 ~—
V Q2
I g 4 o
| N
4 ) A
[oroenad Fef*]
</(, 3 > (,l» 1‘./.1"
7. Record Series Formalt(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
it = 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
: 10. Annual Accumulation
1 Audio Tape 0O Video Tape 0O Geographical O File Drawaer(s)
¢ ] L O Microfilm Reel(s)
0 Other (specity) 0O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly i T SNAE O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
c (If yes, specify agency or office)
O Yes O No
15, Access Restrictions ~ 0O Yes a No II 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) .
O None O State O Federal O Independent )
. W urve
| LGRS : piluuid TRET 10T,
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Ratention = % g :
any hadware/software /\/ 27 Retain notice of claim with no further i
action for 5'Y following the year to which
R M. N/o; they relate, then destroy. Retain notice 4
Y of claim with lawsuit filed for 5 Y after . Fheu
~, settled, then destroy.
y:
Name %Aﬁiﬂﬂe of Pr;/gg{u_, 20. Telephone Number I 21. Date
N A =2 4
i 7-24-04
410.884.4441

JGS 550-4 {Rev. 1783)




Instructions - Type or Print a séparate form for each
. hew or ravised record series, forward with Record
Retention Schedula (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF ____

Jepartment/Agency

2. Division

SQC ‘r“C-gLC!\;-v _,4(

3. Unit

R/E o

. DEFINITION - RECORD SERIES - A group bf related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series ﬁueLGIT- ;fojéﬁjj //3//&3’,7 C/v? S s

5. E7r?ie?_ t. gc::r—/lzt%.??gar |

8. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume |
O Flle Drawer(s)
O Letter Size Q Micrafilm Alphabetical ‘0 Microfilm Reel(s)
. —_ D Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk . O Chronological :
: ' . 10. Annual A lation
J Audio Tape O Video Tape 0O Geographical nn eeumd O File Drawer(s)
X . \ O Microfiim Reel(s)
Q Other (spectfy) 0O Cther (specily) O Computer Tape(s)
Number 0 Other (specily)
11. File is Usad - 12. File Bacomes Inactive After
Q Daily 0 Weeldy O Monthly —_ O Month(s) O Year(s)
: Number :
13. Current Location(s) (Bldg., Floor, Room) 14. 1s Record Series Dﬁpliwted Elsewhere?
1. {!f yes, spacify agency or office)
c O Yes O No
15. Access Rastrictions . O Yes O No 16. Audit Requirements
{If Yes, cite Law(s) & Regulation(s) .
O None O State 0O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Rece ST .
any hadware/software Retain notice of claim with no further
action for 5 Y following the year to which
O Yes O No they relate, then destroy. Retain notice
of claim with lawsuit filed for 5 Y after
settled, then destroy.

Name and Title of Preparer
W7

w7 oa —
A W o 7 4 s
It ke, 75
4 ‘x&ﬁ/ﬁ/ { hrtll s Sl

JGS 550-4 (Fev. 1753)

20. Telephone Number

410.884.4441

21. Date

4-24-09




INSTRUCTIONS - i YPE O PRINT A SEPARATE FORM  OR EACH NEW
REVISED RECORD SERIES. [ORWARD WITH RECORDS RETENTION
SCHEDULE {OGS 5§50-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20784 Page of
1. DEPARTMENTIAGENCY 2. DIVISION ) 3. UNIT .
Sor rotem) % [i=
{Lir & bl % FAY (s

DEFINITION - Records Sarles - A group of related records normally filed snd used ss s unit for refsrence as

woll a5 retention and dlsposition purpones,

4, RECORD SERIES TITLE [’MWVM’I& 0/[4 //7;(,9 _ L 6/7_,
- (acciitar)

5. EARLIEST YEAR ! LATETEST YEAR

199F 6 1959

8. RECORD SERIES DESCRIPTION { Briefly describe Ihev types of informalion/documents/forms found in the Sefies. Include the purpose or funclion of the Series)

Numbet

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File O1awet(s)
O Lelter Size’ o Microliim O Alphabetical © Microfilm Reel {s)
0 Computer Tape (s}
O Lepal Size o Compuler Tape o Numerical O Other (Specily}
D Bound Book O Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUM‘ULAIION
0 File Drawer (s)
i p i icrofi I (s}
o Ol scil 0 Other (Specif O Microfiim Reel
Other (Speciy) (Specily) o Computet Tepe(s)
O Other (Specily)
i Number
11, FILE IS.USED 12 FILEBECOMES INACTIVE AFTER
o Daily o Weekly O Monthly O Monih(s) 0 Year(s)

13. CURRENY LOCATION({S) (Bidg., Floot, Room)

aﬁjcf

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specily agency or office)

caseas revwea g

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardware/software}

O Yes ' 0 No

Iy

18. RECOMMENDED RE’

Retain notice of claim with no further
action for 5 Y following the year to which

O Yes ‘o No
15. ACCESS RESTRICTIONS (i yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No O None O Slale 0 Federal 0 Independent

they relate, then destroy. Retain notice
of claim with lawsuit filed for 5 Y after
settled, then destroy.

P
1
'l’ 7

Y S W
19. NAME AND HITLE OF PREPARERZ:

b@if@ﬂ"cvﬂi 193

20. VELEPHONE NUMBER

410.884.4441

21. DATE

S0




Instructions - Type or Print a séparate form for each
. new or ravised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECOCRDS INVENTORY

PAGE OF

Jepartment/Agency 2. Division

&c%faf/g»

3. Unit

'K/'g’

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Titla

" LGIT Geneal Claims

5. Earliest XQarA%e§t Year
e

6. Record Sarias Description (Briefly describe the types of informationn/documents/forms found in the seres. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
0O Letter Size O Microfilm O Alphabetical ‘0 Microfilm Reel(s) -
' 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specity)
0 Bound Book _a Floppy Disk O Chronological '
. . 10. Annual Accumulation
1 Audio Tape Q Video Tape O Geographical QO File Drawaer(s)
) - , 0O Microfilm Reel{s)
O Other (specify) 0O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. Fila is Used ‘ 12. File Becomes Inactive Atter
0 Daily O Weeldy O Monthly 0 Month(s) O Year(s)

Number

13. Current Loqgtion(s) (Bidg., Floor. Room)

st
. i
Lyris wooq ¢ds

14. |Is Record Series Duplicated Elsewhera?
(If yes, specify agency or office)
O Yes O No

15. Access Rastrictions O Yes

. O No
{It Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

o None. O State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention
Retain notice of claim with no
further action for 5 Y following the
year to which they relate, then
destroy. Retain notice of claim with
. lawsuit filed for 5 Y after settled,

then destrav.

Name and Title of Preparer 20. Telephone Number

410.884.4441

21. Date

R




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instiuclions - Type or Print a séparate form for each 'RECORDS MANAGEMENT DIVISION
. new ar ravised record sarias, forward with Record 7275 WATERLOO ROAD
Retention Schedula (DGS 550-1) P.0. BOX 275
JESSUP, MARYLAND 20794 - PAGE ___ OF ___
Jepartment/Agency _ 2. Division 3. Unit '

Srec /\e:/v;szf | R / &

" DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon'putposes.

4. Record Series Tille [_- 6 / 7 COVK/ZC/ Pflj /0{/77 ' 56' /‘/? 2 a{l P . 5. ggzﬁg?:rggt}aar

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or function of the series.

iaims

7. Record Series Format(s) 8. Record Series Sequence : 9. Volume .
01 File Drawer(s)
Q Letter Size 3 Microfilm O Alphabetical _ 0O Microfilm Reel(s)
. ’ — O Computer Tape(s)
0 Legal Size 0 Computer Tape O Numerical . Number O Other (specily)
0 Bound Book O Floppy Disk O Chronological ‘
’ 10. Annual A latio
1 Audio Tape O Video Tape O Geographical nual Accumuia nn Filo Drawer(s)
' ; . 0O Microfiim Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used ° . ' 12. File Becomes Inactive After
O Daily O Weeakly O Monthly - O Month{s) O Year(s)
: Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsawhera?
Is7 (it yos, spacify agency or office)
Lor pwBodcah O Yes O No
{5. Access Rastrictions . O Yes a No 16.  Audit Requirements
(Il Yes, cite Law(s) & Begulation(s) . '
O None Q State O Federal a Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Reqqmmeg_cigq_agtgntion
any hadware/software Retain notice of claim with no further
O Yes o No . 7 action for S'Y following the year to which
they relate, then destroy. Retain notice
of claim with lawsuit filed for 5 Y after
settled, then destroy.

Name ;;r}d Title of Preparer 20 Teleohone Number 21. Date
PN A e [ .
)/dﬁ(i\" y i IS Li B at)
T LA A A 7Ll

DGS 550-4 (Fev. 1/33)

o ,




Instructions - Type or Print a separate form for each

new or revised record series, forward with Record
Retention Schedule (DGS 550-1})

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP; MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JepartmenV/Agency

2. Division

" ,_
DL mfﬂ/(

3. Unit

Rre

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for relerence as well as retention and disposition purposes.

4. Record Series Tilla

LG T = Thsurante (igim

5. Earliest Year/Latesl Year

K30 20073

6. Record Saries Description (Briafly descnbe the types of informationn/documants/forms found In the series. include the purpose or function of the series.

CL/A/( copres

Dol %Ztufﬁf
‘/ffzf» le accilent-repr
7 stimates O7L AQ/JM

-
Cases elosed.

7. Record Series Formalt(s) 8. Record Series Sequence 9. Volume
00 File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical 00 Microfilm Reel(s) -
' O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specity)
O Bound Book O Floppy Disk 0O Chronological
. . 0. lat
} Audio Tape 0 Video Tape 00 Geographical 10. Annual Accumula (gn File Drawer(s)
: o, , O Microfilm Reel(s)
Q Other (specify) 0O Cther (specify) O Computer Tape(s)
Number O Other (spacily)
11. File is Used . 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) 0O Year(s)
Number
13. Currenl Location(s) (Bldg.. Floor, Room) 14. Is Record Series DUpliwlad Elsewhere?
(It yes, spacify agency or offica)
L(ﬂ’! 5 wlted File o) z{':) O Yes o No
15. Access Rastrictions . 0O Yes O No 16.  Audit Requirements
(1 Yes. cita Law(s) & Begulation(s) .
O None O State O Federal O Independent

17. Is an Index System Used? (It yos, explain briefly and describe
any hadware/software

0O Yes 0O No

18.

Recommendad Retention

Retain notice of claim with no further
action for 5'Y following the year to which
they relate, then destroy. Retain notice
of claim with lawsuit filed for S Y after
settled, then destroy.

Name and Tltle of Preparer

20. Telephone Number

410.884.4441

21. Date

4-25-0Y




Instructions - Type or Print a separate form for each
new or yevised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794 PARE T uOne e
JepartmenVAgency 2. Division 3 3. Unit i
/ /1
G -~ /’\ / Z:
\_,} il el | /

DEFINITION - RECORD SERIES - A group 6' related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille

T _nsurance

5. Earliest Year t Year
1550 w1125

CL{j/e,’

{ EdAsan
—

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0 Computer Ta?o(:)
O Legal Size 0O Computer Tape Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical " O Fie Drawaris)
2 ; E O Microfilm Reel(s)
O Other (specify) 0O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly sty Y 0 O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
ﬁﬁf (If yes, specify agency or office)
g= O Yes O No
15. Access Restrictions . O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s)
O None O State O Independent

O Federal

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes O No

‘8, R ,.-._.l..'_l ﬂ-l-..“-— 3 .
%M Retain notice of claim with no

further action for 5 Y following the
year to which they relate, then
destroy. Retain notice of claim with

lawsuit filed for 5 Y after settled,
then de:trnv.

Name and Title of Preparer 20. Telephone Number

YT KU A 410.884.4441

o~

DGS 5504 (Rev. 1793)

21. Date

7-29-0Y




new or revised record series, forward with Record
Ratention Schedule (DGS 550-1)

Instructions - Type or Print a Separate form for each

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

Jepartmenil/Agency

2. Division

gl
Dl L

3. Unit

. DEFINITION - RECORD SERIES - A group bi ralated records normally filted and used as a unit for refarence as well as retention and d}isposlﬂon’purposes.

4. Record Series Title WO V}("i;’ jf (/!{J. ’0
. : t (7 L 7

5. Earliest Year/Latest Year
to’

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O Flle Drawer(s)
O Letter Size O Microfilm Alphabetical O Microfim Reel(s) -
' 0O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
D Bound Book O Floppy Disk O Chronological
' . 10. Annual Accumulation
} Audio Tape 0O Video Tape 0 Geographical O File Drawer(s)
X e . O Microfilm Reel(s)
0O Cther (specily) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used ‘ 12. File Becomes Inactive Alter
O Daily 0 Weeldy O Monthly O Month(s) O Year(s)

Number

13. Current Location(s) (Bidg., Floor, Room)

Lon''s Wood ¢ 44,

14, Is Record Series Duplim\ed Elsewhere?
(I yes, specify agency or office)
0O VYes O No

5. Accass Restrictions 0O Yas

. O No
{Il Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

a Nonev O State O Federal O Independent

17. Is an Index Systam Used? (!f yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

Retain notice of claim with no further
action for 5 Y following the year to which
they relate, then destroy. Retain notice
of claim with lawsuit filed for 5 Y after
settled, then destroy.

Name and Title of Praparer 20. Telephone Number
. pe

/f@ iy
AT

410.884.4441

G5 950-4 (Rev. 1733)

21. Date

2604




Instructions - Type or Print a separate form for each
naw or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION Y

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE £__ OF

i

JepartmenVAgency

2. Division 3. Unit

- A/E

/ %

Ci

DEFINITION - RECORD SERIES - A group bl related

records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille
: //Z { //l s

Je Yo /
‘/LL-\-'L_‘L!/ ’\_;: /4 //1 SUrancl T 1

/

WAy 4»<; Z 74 to

—_—

. 5. Earliest Year/Latest Year
77y /ar 7 7

)

il

6. Record Series Descnption (Briefly describe the types of lnlonnaﬁonnldowmonts/lonns found in the series. Include the purposo or function of the series.

any hadware/software

O Yes O No

17. Is an Index System Used? (If yes, explain briefly and describe

\ F ]
/ , f\é}/(_ -__'/f '/4‘__'1 » N 4Lavd SHS y “ Fignt
/’%”” epd el ¢ rATHICA o o [{and
(j_/ A1 > (72 (Plhity 7“3/\)’)’ ,“"‘”/.ﬂ; /,‘v _,) Vi » ".;" / ,’ LS :'J ; c,.‘:‘f
INVeces J
4 /
Draier Jay 700 Tull
7. Record Series Formai(s) 8. Record Series Sequence 9. Volume /
LET File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
___L_ 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
0. Annual Accumulatio
1 Audio Tape 0 Video Tape O Geographical ’ - un File Drawer(s)
‘ : y O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
_— Number 0O Other (specily)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly PRSI O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
A’ o (If yes, specify agency or office)
Pl ai neep it O Yes No
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s)
O None O State O Federal O Independent
/

18. mmended Retention
Ol CC amluuuy LC>u Uy lllillt:lldl lmvmg lIU
further

Covane noaiall,,

Nad

Name and Title of Preparer

20. Telephone Number 21. Date

DGS 550-4 (Rev. 1793)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

instructions - Type or Print a séparale form for each "RECORDS MANAGEMENT DIVISION
new or revised record series. forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
JepartmenV/Agency ) 2. Division 3. Unit .
L Sy rsd ) 4, - . N
D é.c;ﬂafwr /%)ec.éﬂr 7 et /,e.‘,(,/m

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title // NS 7 - ALl A e L/ Frdn o, f o ‘f sy 5. Earliest Year/Latest Yaar
e

2201 1o 200

6. Record Series Description (Briefly describa the typas of informationn/documents/forms found in the series. Include the purpose or function of the saries.

(I Yes, cita Law(s) & Regulation(s)

7. Record Series Format(s) : 8. Racord Serles Sequance : 9. Volume
O File Drawer(s) -
0 Letter Size O Microfilm O Alphabetical -0 Microfilm Reel(s)
0O Computer Tape(s)
0 Legal Size O Computer Tape O Numerical Number O Cther {specily)
0 Bound Baok O Floppy Disk 00 Chronological :
. ' . . lati
1 Audio Tape 0 Video Tape O Geographical 10- Annual Accumuiaion e Orawer(s)
: o, , O Microfilm Reel(s)
O Other (spacity) - QO Other (spacify) O Computer Tape(s)
Number 0 Other (specily)
11. Fila is Used - 12. File Bacomes Inactive Alter
a Daily D Weeldy QO Monthly — 0O Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bldg.. Floar, Roam) 14. is Record Series Dupliwtad Elsewhere?
] 5% ) . (If yes, specify agancy or office)
Lon'S wood 7Y cado O Yes 0 No
15, Access Rastrictions . O Yes 0O No 16. Audit Requirements .

(] None. O State O Federal O Independent

17. is an Index System Used? (if yes, explain briefly and describe
any hadware/software

Recommended Retention

410.884.4441

a Yes B o Retain until updated or
superceded, then destroy
Name and Title of Preparer 20. Telephone Number 21. Date

A 50




new or revised record series, forward with Record
Retention Schedula (DGS 550-1)

lnstructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

,uw'

-

&I

3. Unit

e C,ep;?nw i / ﬂ/(o/ffb

DEFINITION.- RECORD SERIES - A group 6! ralated records normally filed and used as a unit for relarence as well as retention and disposition purposaes.

4. Record Series Title DSé e = b/),,hc’/ ///\L/"

/ 5n 577 rg/;w)
[ong e m

5. Earliest Year/Latest Year
to

s

6. Racord Serias Descripltion (Briefly describe the types of informationn/documents/forms found in the serles. Include the purpose or tunction of the series.

7. Record Saries Formal(s)

Number

8. Record Serles Sequence 9. Volume
O File Drawsr(s) -
O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
—_ O Computer Tape(s)
Qa Legal Size O Computer Tape Numerical Number g Other (specity)_
Q Bound Book 0O Floppy Disk O Chronoiogicai
; ’ . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
X . . 0 Microfiim Reel(s)
Q Other (spacify) O Cther (specify) O Computer Tape(s)
—_— Number Q Other (specity)
11. File is Used 12. File Becomes Inactiva After
O Daily D Weeldy O Monthly O Month(s) O Year(s)

13. Current Location(s) {Bidg.. Floor, Room)

L_&///.j W.j(/v'( /7[(_ /‘/(

O Yes

14. Is Record Series Duplicated Elsewhere?
(It yos. specify agency or offica)
g No

1S, Access Rastrictions . O Yes
(It Yes, cite Law(s) & Begulation(s)

0 No

16. Audit Requirements

3 None . 0O State

0O Federal O Independent

17. Is an Index System Used? (it yes, explain briefly and describe
any hadware/software

O Yes O No

18.

Recommended Retention

Retain until updated or
superceded, then destroy

/\

Name @;{e of Prep
“/’ {4

— 20. Telephone Number

| 410.884.4441

GS 530-4 (Rev. 1733)




Reatention Schedule (DGS 550-1)

) _ » ) DEPARTMENT OF GENERAL SERVICES
lastructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION
new or revised record series. forward with Record 7275 WATERLOO ROAD

P.O.

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY “

BOX 275

PAGE OF ___

t

Jepartment/Agency . 2. Division

Fr Sec.

3. Unit’

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

.R i o
4. Record Series Tille /f} Sriritit b’ﬁ Y2 as

5. Earliest Year/Latest Year
P4 vo_J

Aeclass: fcattinn
Bt

PQ heies- aQuiomed ic

6. Record Saries Description {Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.

(1 Yes, cite Law(s) & Regulation(s)

O None O State 1 Federal

7. Record Series Formal(s) : 8. Recard Series Sequence : 9. Volume
0O Flle Drawer(s)
0O Letter Size 0O Microfitm O Alphabetical O Microfilm Reel(s)
' ) O Computer Tape(s)
0 Legal Size D Computer Tape O Numerical Number QO Cther (specily)
@ Bound Book ~ 0 Floppy Disk O Chronological ‘
. 0. A A Jati
1 Audio Tape 01 Video Tape O Geographical 10. Annual Accumula Sn File Drawar(s)
) o , 0O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number O Cther (specily)
11. File is Used 12. File Becomes Inactive After
a Daily O Weekly O Monthly O Month(s) 0O Year(s)
Number :
13. Current Loc_lgtion(s) (Bldg.. Floor, Room) 14. |Is Record Series Dupliwted Elsewhere?
/f! 7o J {f yos, specify agency or office)
s U a0 Yes g No
5or 3
15. Access Raestrictions . O Yes O No 16. Audit Requirements

O Independent

17. Is an Index Sys\em‘Used? (It yos, explain briefly and describe
any hadware/software

O Yes O No

18

. Recommended Retention

Retain until updated or
superceded, then destroy

Name @gﬁ ol% o ' 20. Telephone Number
; Ay

410.884.4441

DGS 550-4 {Rev. 1793)

-

21. Date

SY0f




new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

Insttuctions - Type or Print a separale form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

&C-h&/&uu?/-

3. Unit

fﬁup% TR / Aa’/fvt/

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for relerence as well as retention and disposition purposes.

4. Record Series Tille

T nsurance - Lite

(Grrep)

5. Earliest Year/l_atgst Year
to ;

6. Record Series Description {Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

(} Yes. cite Law(s) & Bégulalion(s)

O None . O State

7. Record Saries Format(s) 8. Record Series Sequence 9. Volume
‘ O Flle Drawerls)
0 Lelter Size Q Microfilm O Alphabstical O Microfilm Rael(s) -
’ O Computer Tape(s)
0 Legal Size O Computer Tape Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
10. Annual A lation
1 Audio Tape 0 Video Tape O Geographical e S File Drawer(s)
) L . O Microfilm Roel(s)
0 Other (spacity) a Other {specify) O Computer Tapel(s)
Number O Other {specily)
11. File is Used A 12. File Becomes inactive After
O Daily 0 Weekly 0O Monthly —_ O Month(s) O Year(s)
: Number
13. Current Location(s) {Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
Jor~ ‘ » {M yes, specify agency or offica)
Loris woed e cads O Yes o No
15. Access Rastrictions O Yes O No 16. Audit Requirements

3 Federal O independent

any hadware/software

0 Yes a No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Ratention

Retain until updated or
superceded, then destroy

Name a Tllla of PrM

G5 350-4 {Rev. 1753}

20. Telephone Number

410.884.4441




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

JaepartmanVAgency

2. Division

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Ret(:j%rd Series Tille f%@ﬂ&ﬂﬂ /nd Cl’)x

5. f;lllest Year/l.atest Year

— 997

Picican

s
3

/’r"’('r__

}ﬂ«/J:l‘?:
/gm/,/o w)

6. Racord Saries Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series:
7 st
1\7?,'!;;-’

7. Record Series Format(s)

Number

8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size a Microfilm 0O Alphabetical O Microfilm Reel(s) -
' 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk 0O Chronological
. . . 10. Annual Accumulation
J Audio Tape 0 Video Tape O Geographical O File Drawer(s)
X o , O Microfilm Reel(s)
0 Other (specity) O  Other (specify) O Computer Tape(s)
Number 0 Other (spacily)
11. File is Used ‘ 12. File Bacomes Inactlive After
0 Daily 0 Weelly 0O Monthly 0O Month(s) O Year(s)

13. Current Loc_ation(s)

(d

{Bidg., Floor, Room)

0O VYes

14. Is Record Series Duplicated Elsewhere?.
(It yes, specify agency or office)
O No

15. Access Raestrictions O Yes

. O No
(it Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

O None

QO State

O Federal O independent

any hadware/software

O Yes 0O No

17. Is an Index System Used? (If yas, explain briefly and describe

18. Recommended Retention

Retain until updated or
superceded, then destroy

Name and Title of

Bles

4

GS 550-4 {Rev. 1/03)

20. Telephone Number

410.884.4441

21. Date

V-2 o y




-lnstructions - Type or Print a séparate form for each
new or ravised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency 2. Division

Secrefand

3. Unit

K/g‘

DEFINITION - RECORD SERIES - A group 6! ralated records normally filed and used as a unit for reference as well as retention and dsposlﬂon'purposes.

4. Record Series Title

LGIT

5. Earliest Year/Latest Year

20910 RO

6. Racord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpase or function of the saries.

Medicat Jasuance, + renedals

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume _
O File Drawer(s) -
0 Letter Size 0 Microfilm 0 Alphabetical O Microfilm Reel(s) -
—_— O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number a Other (spedfy)
0 Bound Book O Floppy Disk O Chronological
' 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical nn O File Drawer(s)
. Co , O Microfiim Reel(s)
0 Other (specily) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used - 12. File Bacomes Inactive Alter
O Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Loz;gtion(s) {Bldg.. Floor, Room)

L0715 Wosd Ble o4l

14. Is Record Series Duplicated Eisewhere?.
(If yes, specify agency or offica)
O Yes O No

15. Access Restrictions O Yes

. a No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

O None O State O Federal a Indsbenden\

17. Is an Index System Used? (It yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

Retain until updated or
superceded, then destroy

Name and Title ot repaler

/ﬁ; ,@{,@

I 20. Telephone Number

410.884.4441

21. Date

LT K '//
fcje,(”’i)&,"i




lastructions - Type or Print a separate form for each
new or revised record serias, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE OoF ____

JepartmenVAgency

2. Division

Séfrz/ﬂxxﬁ\

3. Unit

R)E

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposlﬁon'purposes.

4. Record Series Titlle P ey aad A d Tt i );,f"
e L GIT- ProprTy Ly
4

5. Earliest Year/Latest Year

lo _C_Q_QUE

6. Racord Serias Description (Briefly describe the types of inlormatianr/documents/forms faund in the series. Include the purpose or function of the serles.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume .
O File Drawer(s)
0 Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s) -
0O Computer Tape(s)
O Legal Size 0 Computer Tape Numerical Number O Other (spedfy)
0 Bound Book O Floppy Disk O Chronological :
. al lati
1 Audio Tape 0 Video Tape O Geographical 10- Annual Accumulaten e Drawer(s
) . . 01 Microfilm Reel(s)
O Other (specity) a Other (specify) O Computer Tape(s)
Number 0 Other (specify)
11. File is Used 12. File Becomes inactive After
O Daily 0 Weekly O Monthly — O Month(s) 0 Yoear(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. s Record Series Duplicated Elsewhera?
/ST (If yes, spacify agency or offica)
. B
Loris wood ¢ab O Yes 0 N
15. Access Rastrictions 0O Yes 0O No 16. Audit Requirements

(I Yes, cita Law(s) & Bagulation(s)

O None O State O Federal 0O independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes 0O No

. Recommeanded Retention

Retain until updated or
superceded, then destroy

Name and Title of Praparer 20. Telephone Number
T

iy ; / J'fi / t"/ s s
15 e

410.884.4441

G5 350-4 {Rev. 1783}

21. Date

F25-0




new or revised record series, forward with Record
Retention Schedule (DGS 550-1})

lnstructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF

Jepartment/Agency

2. Division

f/fae.

3. Unit

DEFINITION - RECORD SERIES - A group 6! ralated records normaily filed and used as a unit for reference as well as retention and sﬁsposlﬁon'purposss.

4 R d Series Till { . . 2
pooramenes M Mo wal Insuraice / H 24 11

5. Earliest Year/Latesl Year

1987

6. Record Series Description {Briefly describs the types of informationn/documents/fforms found in the series. Include the purposae or function of the series.

7. Record Saries Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s) -
0 Letter Size Q Microfilm O Alphabetical 0 Microfitm Reel{s)
) 0 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Cther (specify)
0 Bound Book ~ O Floppy Disk O Chronological
. ' . 10. Annual A lation
1 Audio Tape 0O Video Tape O Geographical o ceumd O File Drawer(s)
: L, . O Microfilm Reel{s)
0 Other (specity) O Other (specify) O Computer Tape(s)
Number O OCther (spacily)
11. File is Used 12. File Becomes Inactive After
O Daily O Wealdy O Monthly — O Month(s) 0O Year(s)
Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhera?
¥y (It yes. specily agency or office)
C O VYes O No
15. Access Restrictions . O Yes O No 16. Audit Requirements
{1 Yes. cite Law(s) & Begulation(s) .
O None Q State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retaention
any hadware/software
O Yes Q No Retain until updated or
superceded, then destroy

Name and Title of Pregarer

[ e
,K,/Z/L %(f’ i A

G5 550-4 {Rev. 17/83)

20. Telephone Number

410.884.4441

o o

21. Date

_"7’79%0&1




REVISED RECORD SERIES,
SCHEDULE (OGS 550-1)

INSTRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

{. DEPARTMENT/AGENCY

2. DIVISION

.7t/7*- S/EC :

3. UNIT

DEFINITION - Records Serles - A group of related records normally Rled snd used as s unit for reference as

well us retention and disposition purpoess,

Do
At

4. RECORD SERIES TITLE W MM AHW,M W Wh/_
Lompehien sive psian | -

5. EARLIEST YEAR / LATETEST YEAR

10 / 7?7

Care Frst

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of inlormalion/documents/forms found in the Series. Include the puipose or funclion of Ihe Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
o Leller Size 0 Microlilm O Alphabelical D Microfilm Reel (s)
O Computer Tape (s)
O Lepal Size a Computer Tape o Numerical © Other (Specily)
o Bound Bock O Floppy Disk O Chonologicat Number
O Audio Tape D Video Tape D Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
U Other {Specify) D Other (Specify) O Miciofilm Reel {s)
o Computer Tape(s)
O Other (Specily)
Number
1. FILE. IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o .Mfmlhly O  Monlh(s) o] Yeal(é)

Numbet

c-J

13. CURRENT LOCAIIONIS) {Bidg., Floor, Room}

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)

0 Yes .0 No

a Yes

15. ACCESS RESTRICTIONS (If yes, cile law(s} & regulalion(s)

0 No

16. AUDIT REQUIREMENTS

O None D Slale 0 Fedeial O independent

0 Yes

17. IS AN IRDEX SYSTEM USED? (Il yes, explain brielly and
describe any hardwarelsoltware)

O No

18. RECOMMENDED RETENTION
Retain until updated or

superceded, then destroy

i

19. NAME ANOYT,
£

7
] .- i 4 /i R~
gﬁr Pnsrégg o,
w :/ 77 L7 Ll i

777

410.884.4441

21. DATE

SHo¥




INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page e}

1. DEPARTMENT/AGENCY

2. DIVISION
Sec,

3. UNIT

DEFINITION - Recards Sertes - A group of related racords normally filed and used se o unit for reference as

well 88 retention and disposltion purposes.

4. RECORD shmzs-nu:)OW S&[W’] - /WMW
(/'/ Cnushlmenr Applrcatro—

5. EARLIEST YEAR / LATETEST YEAR

10 / 9?0

0. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsfiorms found in the Series. Include the purpose of tunclion of the Senes)

17. IS AN INDEX SYSTEM USED? {il yes, explain briefly and
describe any hardwaielsoflware)

O Yes O No

. Ve .
i Y. & f.’l // // i; f‘f’éw
19. NAME AN{y &%}Jur PREPARERYZ, ,nf.@:“

)5S 550.4 {Nnyised 11931

18. RECOMMENDED RETENTION

7. RECORD SERIES FORMAT(E) 8. RECORD SERIES SEQUENCE 8. VOLUME
O File Draweits)
O Lelter Size o Microlilm "0 Alphabetical O Microfiim Reel (s)
D Computer Tape (s) -
O Legal Size 0 Computer Tape o Numerical O Other (Specily)
O Bound Book o Floppy Disk D Chronological Number
Q Audio Tape 0 Video Tape O Geographicat 10. ANNUAL ACCUMULATION
a File Drawer (s)
0 Olher (Specily) O Other {Specify) D Microfilm Reel (s}
o Compuler Tape(s)
O Other (Specify)
Number
1. FILE IS.USED . ?2. FiLE,BECOMES |NAC¥|‘VE AFTER
a Oaly o Weekly o Monthly O  Monthis) O  Yeas)
Number
13. CURRBENT LOCAIION{S) (Bidg., Floor, Reom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
Mc-J
B a Yes a No
15. ACCESS RESTRICTIONS {Hf yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
a Yés O No 0 None o State O Fedesal O Independent

Retain until updated or
superceded, then destroy

410.884.4441

21. DATE

S4-o0Y




instruclions - Type or Print a séparate form for each
new or revised record saries. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794

PAGE ___ OF

JepartmenV/Agency 2. Division

S

{

5{2 . ] | 3 Unit

DEFINITION - RECORD SERIES - A graup 6! related records normally filad and used as a unit for refaranca as well as retention and disposition purposes.

4. Record Serigs Title Z z //I %ﬂﬂ ) 70 O//I‘@/—‘&l )

S. E7r jost Yea

r S

i

6. Record Series Description (Briefly describe the typaes of informationn/documents/forms found in the series. Include the purpose or function of the series.

Number

7. Racord Series Formal(s) 8. Record Serles Sequence 9. Volume
DO Flle Drawer(s)
O Letter Size 0 Microfilm O Alphabetical a Microfilm Real(s) -
' - O Computer Tape(s)
0 Legat Size QO Computer Tape 0O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk 0O Chronological »
10. Annual A lation
1 Audio Tape O Video Tape O Geographical e File Drawer(z)
: e . O Microfilm Reel(s)
Q Other (specify) aQ Other (specify) O Computer Tape(s)
Number 0 Other (specily)
11. Fila is Used » 12. File Bocomes Inactive Alter
O Daily 0 Weeldy 0O Monthly O Month(s) 0O Year(s)

13. Curgpnt Location(s) (Bidg.. F‘loor. Room)

S

14. Is Record Series Duplicated Elsewhere?.
(If yes, spacify agency or office)
O Yes O No

15. Access Rastrictions 0 Yes

. 0 No
{1t Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

a None. a State O Federal

O independent

17. Is an Index SyslemAUsed? {If yes, explain briefly and describe
any hadware/software

O Yes O No

18. Recommended Relention

Retain until updated or
superceded, then destroy

Name and Title of Preparer 20. Telephone Number

oo S G =ET
if LN A i ey
Ny e gD 410.884.4441

GS 550-4 {Rev. 1753)

21. Date

5-4-04

I




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form lor each "RECORDS MANAGEMENT DIVISION
hew or ravised record series, forward with Record 7275 WATERLOO ROAD
Relention Schedule (DGS 550-1) P.0. BOX 275
» JESSUP, MARYLAND 20794 PAGE __ OF ____

Jepartment/Agency - 2. Division

3. Unit

' DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tilla }p«/ﬁww’% - :L\/\)}:F

5. Earliest Year/Latest Year

to’
(990

Uine ﬂ];.,uL//ﬂTn’pH (ﬂa) odia; nf;)
1}
infun e d w;/,wf e /

6. Racord Serias Dascription (Briefly describs the types of |n|onnauonnldocumamsllonns found in the series. Include the purpose or lunction of the saries.

(1WIF)
7. Record Saries Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s) -
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
a Legal Size 0O Computer Tape O Numerical Number O Other (specity)
@ Bound Book O Floppy Disk O Chronological
. ’ . 10. Annual Accumulation
1 Audio Tape O Video Tape 0  Geographical n O File Drawer(s)
. . . O Microfilm Reel(s)
O Other {specify) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used 12. File Bacomes Inactiva Alter
a Daily 0 Weekly 0O Monthly - 0O Monith(s) 0O Year(s)
Number :
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
s h ()t yes, specify agency or office)
% LL O Yes O No
15. Access Raestrictions . 0O Yes O No 16.  Audit Requirements
(i Yes, cite Law(s) & Reguiation(s) :
' O None O State Qa Federal 0 Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
O Yes O No permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives

20. Telephone Number

Name and Title of Pr /9

"

OGS 550-4 (Rev. 1/93)

410.884.4441

21. Date

-09-04




Instructions - Type or Print a séparale form for each
new of revised record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF ___

JepartmenV/Agency

2. Division

Secrefary”

3. Unit

R/E

. DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposldon‘purposes.

4. Record Saries Tilla

5. Earliest Year/Latest Year
;Q_aﬁ_ to

preat wn Sy ol
Lamres

recesp t
A . i

+orms

6. Rocord Saries Description {Brielly dascribe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
¢ LU '
L H5S - U s

CAdim defac repls

Number

7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
0O File Drawer(s)
0O Letter Size 0 Microfitm Alphabetical O Microfilm Reel(s)
’ - 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
03 Bound Book D Floppy Disk O Chronological -
. ) . Anl latio
1 Audio Tape 0O Video Tape DO Geographical 10. Annual Accurnula Dn File Drawer(s)
: o . O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Numbar O Other (specily)
11. Fite is Used A 12. File Becomes inactive Aler
a Daily 0O Weeldy O Monthly O Month(s) O Year(s)

13. Curre/n_( Location(s) (Bldg.. Floor, Room)
5 %

Lon's Wood $é rado

0O Yes

| 14. 1s Record Series Duplicated Elsewhere?
(if yos, specify agency or office)
O No

15. Access Rastrictions Q Yes

. 0 No
{If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

0O None ,

v :;/ P ‘
VAR I

GS 550-4 (Rev. 1/83)

. o

410.884.4441

0O State A Federal O Independent
17. Is an Index System Used? (!t yes, explain briefly and describe 18. Recommended Retantion
any hadware/software
a Yes g No
Name and Title of Préparer 20. Telephone Number 21. Date

L _'.-’Z/;,ﬂé./

Ve -J/




.

INSTRYCTIONS .- TYPE OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. TORWARD WITH RECORDS RETENTION
SCHEDULE (UGS $%0-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ot

1. DEPARTMENT/AGENCY

2 DIVISK
<r
f»vi-

3. UNIT

DEFINITION - Records Serles - A group of related tecords normally fled snd used se 2 unit for refatence as

woll s retenton and disposition purposse,

4, RECORD SERIES TILE 77

Fetora

o M Flood Insavane rate map. /L;L;i;«z:z_. card A

5. EARLIEST YEAR / LATETEST YEAR

/950

10

8. RECORD SERIES DESCRIPTION { Briefly describe the lypes of information/documents/lorms found in the Series. Include the purpose o function of the Saeries)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
Q File Drawer(s}
O Leller Size o Microtilm O Alphabelical O Microfilm Reel (s}
o Compuler Tape (s}
O legal Size D Computer Tape O Numerical 0 Other (Specily)
O Bound Book - - O Floppy Disk O Chionological . Number
0 Audio Tape O Video Tape 0 Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Olher {Specily) O Other {Specily) O Microfitm Reet (s)
a Computer Tape(s)
a Olher {Specify)
Number
11. FILE 18.USED 12. FILE BECOMES INACTIVE AFTER
a Daiy O Weekly D Monthly O Month(s) O Years)
' Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency of office)
%Cd . O Yes 0 No
15. ACCESS RESTRICTIONS (i yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
8] Yés g No O None 0 State O Federal O independen!
! 17. IS AN INDEX SYSIEM'USED') (Il yes, explain brielly and 18. RECOMMENDED R
! descrbe any hardwarelsollware) Retain until updated or
O Yes O No superceded, then destroy
19. NAME ABD TITLE OF, FREPARER 410.884.4441 2. OAIE
vl 474% -00% 5Y0vY

S 9504 [Nevised 193)




INSTRUCHIONS -- 1YPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENTY OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
REVISED RECOND SERIES. FTORWARD WITH RECORDS RETENTION RECORDS MANAGEMENI DIVISION

SCHEDULE (UGS $50-1) 7215 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 - Page o

1. DEPARTMENV/AGENCY ’ 2. DIVISION 3. UNIT

DEFINITION - Recotde Serles - A group of related tecords normally fited snd uved as & unit for referonce as well as retention snd disposition purposes,

4. RECORD S.ENES' TITLE

’ 5. EARLIEST YEAR / LATETEST YEAR
Prelmmary~ Aot '

6. RECORD SERIES DESCRIPVION ( Biiefly describe the/types of information/documents/forms found in the Series. Include the purpose or funclion of Ihe Series)

/mdm{u ﬁoa/pn%[é

1. RECORD SERIES FORMAT (S} 8. RECORD SERIES SEQUENCE 9. VOLUME
. QO File Drawer(s)
O Leller Size’ o Microlilm O Alphabelical a Microfilm Reel (s)
O Computer Tape {s)
O Legal Size o Computer Tape O Numerical O Other (Specify)
O Dound Book : o Floppy Disk O Chronological < Number
O Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
© Other (Specily) O Other (Specify) © O Microfilm Reel is)
: 0 Computer Tape(s)
0 Ofther (Specify)
Number
11. FILE 15 USED : : 12, FILE BECOMES INACTIVE AFTER
o Daily o O Weekly o ,Mamh!y : : O Monlh{s) o Years)
L Number
1. Wl LOCATION(S) {Bidg., Floor, Room) 14. {S RECORD SERIES DUPLICATED ELSEWHERE?T (If yes, specily agency o1 office)
T o . [w) Yes . O No
15. ACCESS REST RIC‘HONS {if yes, cite law(s) [ regulation(s) 16. AUDIT REdUlREM_ENIS
o VYes o No O None o Slale 0 Federal O Independen
17. 1S AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENDED RETENTIO . ,
desctibe any hardwatelsoflware) Retain until updated or
: , superceded, then destroy
0 Yes O No
19. NAME AND TITLE OF PREPARER 21. DATE l,{
: REBARE L 410.884.4441 j/b{/ 0

I6S 550.¢ [Nevised 1793)




new or ravised record series. forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartmeny/Agency

2. Division

SZC/E/‘CUE'//-

3. Unit

e

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title 7"

NG UTACR ~ ﬁéi‘h‘\emakrﬁ- .

5. Earlfiest Year/Latest Year

o280 7/

6. Record Series Description (Briefly describe the types of Informationrvdocuments/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
0O File Drawer(s) '
O Letter Size Q Microfilm 0O Alphabetical ‘0 Microfilm Reel(s)
' I, O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0 Bound Book O Floppy Disk a Chronclogical
' . A fat
1 Audio Tape 0 Video Tape O Geographical 10. Annual Accumula é;n File Drawar(s)
i o , O Microfilm Reel(s)
0 Other (spacify) O Other (specify) O Computer Tape(s)
Numbar 0O Other (specily)
11. Fila is Used - 12. File Bacomes Inactive After
a Daily 0 Weekly O Monthly O Month(s) O Year(s)
Number :
13, Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Dupliwted Elsewhera?
/ 5 . (it yes, specily agency or office)
Lori’s whyod Fie Cas 0 Yes O No
15. Access Rastrictlons . O Yes O No 16. Audit Requirements
{1 Yes, cite Law(s) & Begulation(s)
O None O State O Federal O independent
17. s an Index Sys(am'Used? (it yes, explain briefly and describe 18. Rec .
any hadware/software Retain for 3 years after
O Yes O No employee termination or one
~ year after termination of
plan, then destroy

Name and Tnle OMW

DS 5509 Hov1783]
|

20. Telephone Number

410.884.4441

21. Date




Instructions - Type or Print a séparate form for each
new or revisad record series. forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

T Sec.

DEFINITION - RECORD SERIES - A group ot retated records normally filed and used as a unit for relarence as well as retention and disposition purposaes.

4. Record Series Tille
\JM! L\‘q \

6’ f,dm

5. Ea’rl ost Year/l_ates( $ar

6. Record Series Descriplion (Briefly describe the types of informationn/documents/iorms found in the series. Include the purpose or function of the series.

G35 550-4 (Hev. 183}

7. Racord Series Format(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0O Microfitm O Alphabetical O Microfilm Reel(s)
— O Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (spacily)
0O Bound Book - O Floppy Disk O Chronological
0. Annual lati
1 Audio Tape 01 Video Tape 0O Geographical 10. Annual Accumula coln File Drawer(s)
: oo i 0O Microfilm Reel(s)
0 Other (spacify) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used ‘ 12. File Becomes Inactive After
QO Daily 0 Weekly a0 Monthly - a Month(s) 0O Yeas(s)
Number :
13. Current Loc?ticn(s) {Bidg., Floor, Room) 14. Is Racord Series Dupliwted Elsewhere?
attic (i yes, specify agency or office)
' “ O Yes O No
15. Access Restrictions . O Yes a No 16. Audit Requirements
(Il Yes. cite Law(s) & Begulation(s) ' ,
O3 None O State O Federal O independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software .
Retain for 3 years after
O Yes O No employee termination or one
year after termination of
plan, then destroy
Name and Tille of Preparer 20. Telephone Number I 21. Date
N ﬂ _ " !- ‘-OQ 5 {
410.884.4441 7Tk




INSTRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.0. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENTIAGENCY

AGENCY RECORDS INVENTORY

Page o1

2. DIVISION_—

re
fid

- ::)\‘ L ;

—

—

-

DEFINITION - Records Serles - A group of related records normally filed snd used as s unit for reference as

well a8 retention and disposition purpeeses,

4. NECORD
\/4

AN

SERIES TTLE W W MM% %eﬂ*

5. EARLIEST YEAR / LATETEST YEAR

o_ 196

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Information/documenis/lorms found in the Series.

Include the purpose or funclion of the Series)

>3

NAME AND, TIILE OF PREPARE
[

410.884.4441

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size o Microlilm O Alphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Legal Size 0 Compuler Tape O Numerical O Other (Specily)
O Bound Book O Floppy Disk O Chionological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Olher (Speci! O Other (Specify O Microfilm Reel (s)
rer (Specily) ) & Gongiin et
O Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly ] Mbmhly O  Month(s) o Year(s)
Numbet
13. CURRENT LOCATION(S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
(ttic F Junto womes i g
15. ACCESS RESTRICTIONS (Il yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes O No O None O Slale 0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION Retain for 3 years after
S by Tdempliiene employee termination or one
0 Yes o No year after termination of
plan, then destroy
19, 20. TELEPHONE NUMBER

|z1. éAIE # 5#’04




Instructions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency 2. Division

See.

3. Unit

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for refarence as well as retention and disposldodputposes.

4. Record Series Tila 1+ ,
: YETT10252NT

5. Ear}iasl Year/Latest Year
o’

Ereat Wt Lifc

/
C brvctbiure?
lan do /
i . 7-‘;‘“"I f‘-”-?f's
z?ouﬂf. g tzir 7

6. Rocord Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s)
E}’(etter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
‘ O Computer Tape(s)
0 Legal Size 0O Computer Tape Numerical Number O Other {specily)
0 Bound Book O Floppy Disk O Chronological '
< . . 10. Annual Accumulation
§ Audio Tape O Video Tape O Geographical : O File Drawer(s)
) o I , O Microfitm Reel(s)
O Other (spacify) —{7‘ [z inlde s O Other (specify) O Computer Tape(s)
Number 0O Cther (spacily)
11. Fila is Used . 12. File Becomes lnaclive After
a Daily 0O Weekly a Monthly 0O Month{s) O Year(s)

Number

13. Cursrent Locglion(s) (Bidg.. ﬁoor. Room)

Ti 3
:>¢»’1

(1»6;‘77 1o

14. Is Record Series Dupliwted Elsewhere?
(It yes, specify agency or office)
3 Yes O No

15. Access Restrictions . O Yes
{1 Yes. cite Law(s) & Begulation(s)

0 No

16. Audit Requirements

O Nonei - O State 0O Federal O Independent

17. Is an Index System Used? (!t yes, explain briefly and describe
any hadware/software

O Yes 0O No

18. Recommended Retention

Retain for 3 years after
employee termination or one
year after termination of
plan, then destroy

20. Telephone Number

/"3

DGS 550-4 (Hev. 1793)

410.884.4441

21. Date

4-22-04




3 DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION .
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAQGE . 0O Srib
JepartmenVAgency 2. Division 3. Unit
:;/E( (:’ Ci ' P%r‘ﬁé#%—-—'——/—-«-‘ -
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Tille 3/ : 5. Ealiest Year/Latest Year
] &7 /*71‘//':»‘/ W7 42 o
6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
5 T M P
DCVIE ; J -
‘/’/;'l/' d hooH__
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (speciy)
0 Bound Book O Floppy Disk O Chronological
. : 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical O File Drawer(s)
' i O Microfilm Reel(s
0 Other (specify) O Other (specify) O Computer Tap.:('i))
Number O Other (specify)
11. File is Used . 12. File Becomes Inactive After
O Daily 0O Weekly O Monthly O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
e (It yes, specify agency or office)
) SODF O Yes O No
15, Access Restrictions ~ O Yes O No n 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s) :
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommendad Ratantinn
any hadware/software .
Retain for 3 years after
B 0 N employee termination or one
year after termination of
plan, then destroy
Name axtin}_lo of Prép‘ara,rf ac 20. Telephone Number 21. Date
[0 ,&ém e
F— 7 " 2

TR 410.884.4441




new of revised record series, forward with Record
Retention Schedula (DGS 550-1)

Instructions - Type or Print a separate lorm for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

Jepartment/Agency

2. Division

L

3. Unit

DEFINITION - RECORD SERJES - A group ;l related records normally filed and used as a unit for refarence as well as retention and disposlﬂon'purposes.

4. Record Series Tilla

5. Earliest Year/Latest Year

lo'_ZQ/ 735

o Natron cdr e

JRS e,wL@ 4S7

o g\,); owee reh Frotisend™

6. Rocord Series Description (Btieﬂy describe the types of informationn/documents/forms found in the saeries. Include the purpose or function of the series.

'v.iu“'Gr'vL«r W‘“ﬂ,gwf"‘{ rﬂT/f’!mT"

Number

7. Record Saries Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s) -
O Letter Size a Microfilm O Alphabetical O Microfilm Reel(s) -
» - O Computer Tape(s)
O Legal Size 0O Computer Tape 0O Numerical Number O Other (specify)
0 Bound Book ~ O Floppy Disk 00 Chronological
. ' . 10. Annual Accumulation
} Audio Tape O Video Tape 0 Geographical O File Drawer(s)
: n . 0 Microfilm Roeel(s)
0 Other {specify) 0O Other (specify) O Computer Tape(s)
-_ Number O Other (specily)
11. File is Used 12. File Becomes Inactive After
0O Daily 0O Weeldy O Monthly O Month(s) 0O Year(s)

13. Current Loc\;ﬂion(s)

(i

(Bldg.. Floor, Room)

O Yes

14. Is Record Series Duplicated Elsewhere?
(it yes. specify agency or office)
g No

15. Access Restriclions . 0O Yes
{if Yes, cite Law(s) & Begulation(s)

O No

16. Audit Requirements

a Nona. QO State

O Federal O Independent

any hadware/software

17. is an Index System Used? (If yes, explain briefly and describe

18. Racommendoed Rolention

Retain for 3 years after

DGS 550-4 {Rev. 1753}

410.884.4441

O Yes O No ~employee termination or one
year after termination of
plan, then destroy

Name and Title of. P';;paler P 20. Telephone Number 21, Date

‘. "/Q{Z—' v‘j/ ‘“,—
O ot

725-04




Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

new of revised record series. forward with Record
Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

PAGE ___ OF

Jepastment/Agency 2. Division

ﬁw’g;”ﬁif

3. Unit

DEFINITION - RECORD SERIES - A group 6( related records normafly filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series %ﬂ M)’dﬂ/]d %@7@/}1’% Instvanie

5. Earliest Year/Latest Year

to /? ﬁa

(baﬂm/ /nmm/zcé

surtly bonds

Fidel:
fy Hoawltn + Ltfc Insuvranct

6. Record Series Description (Briefly describe the types of informationr/documaents/forms found in the series. Include the purpase or function of the series.

7. Record Saries Formal(s) 8. Racord Series Sequence 9. Volume ‘a/
} File Drawer(s)
0O Letter Size 0O Microfilm O Alphabetical ; O Microfilm Reel(s)
“ W/ 0O Computer Tape(s)
0O Legal Size 0 Computer Tape 0O Numerical Number O Other (specity)
0O Bound Book O Floppy Disk Q Chronological
. ' . 0. lati
1 Audio Tape QO Video Tape O Geographical 10. Annual Accumuta Sn File Drawer(s)
) .. . 0O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tapals)
Number O Other (specify)
11. File is Used ' 12. File Bacomes Inacliva After
g Daily 0 Weeldy O Monthly D Month(s) O Year(s)

Number

13. Current Locahon(s)

Atired”
431 % grey o

{Bldg.. Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(¥ yos, specify agency or office)
0 Yes a No

11
15, Access Rastrictlons 0O Yes

. a No
(1 Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

O None O State

O Fedaral DO Independent

17. Is an Index System Used? (It yes, explain briefly and describe
any hadware/software

O Yes O No

18. Recommended Retantion

Retain for 3 years after
employee termination or one
year after termination of
plan, then destroy

Name and Tnle of Preparer o

20. Telephone Number
,,f # z/’“f (),

410.884.4441

OGS 550-4 (Hev. 1753)

j 21. Date
et




Instructions - Type or Print a separate form for each
new or revised record saries, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

P.0. BOX 275

PAGE ____ OF

JepartmenVAgency 2. Division

S@cfru'w/(f—\

3. Unit

=
/N E

DEFINITION - RECORD SERIES - A group bf related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon’purposes.

4. Record Series Title /1

‘ L/#/e.,%hf@

5. Earliest Year/Latest Year

LAY 1o — o022

Cafuioge

Festipd

ijacv’!&a }hm |

Seles svdet

6. Record Saries Description (Briefly descnbe the types of informationrvdocuments/forms found in the series. Include the purpose or function of the saries.

W2 141 e

L’L&;' S Tj [4%
Siwf.:/ € 9/"’_]"‘

Y
Fd

i)

. o
7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s)
0 Lettar Size 0 Micrafilm 0O Alphabetical -3 Microfilm Reel(s) .
' - 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Qther (specily)
0 Bound Book O Floppy Disk O Chronological
10. Annual A lation
J Audio Tape 0O Video Tape O Geographical nnual Accumula O File Drawer(s)
) o , O Microfilm Reel(s)
Qa Other (specily) O Cther (specify) O Computer Tape(s)
Number 0O Other (spacily)
11. File is Used . 12. File Becomes Inactive Aftar
0O Daily 0 Weekly 0O Monthly 0O Month(s) O Year(s)

Number

13. Current Locatlon(s)

M ?
1,7(:);/ dha f77

(Bldg.. Floor, Room)

14. Is Record Series Dupliwted Elsewhere?
(If yos, spacify agency or office)
O Yes QO No

15. Access Restrictions " DO Yes

. 0O No
(It Yes. cita Law(s) & Begulation(s)

16. Audit Requirements

O None 0O State O Federal 0O Independent

17. is an Index System Used? (it yes, explain briefly and describe
any hadware/software

O Yes 0O Neo

18. Recommended Relention

Retain until updated or
superceded, then destroy

Name and Tille of Prepafpr 20. Telephone Numbar

JG5'550-4 {Rev. 1793}

410.884.4441

21. Date

G704




Retention Schedula (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"RECORDS MANAGEMENT DIVISION : :

7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794 . PAGE ___ OF ____

Jepartment/Agency

2. Division 3. Unit

Oecretors, RIE

» DEFINITION - RECORD SERIES - A group bl ralated records normally filed and used as a unit for refarence as well as retention and disposition purposes.

4. Record Saries Title - ; ) N4 . 5. Earliest Year/Latest Year
- MNa.nienancer info 202 1020673

Yy d ercnptia

oL AT

6. Record Serias Description (Briefly describa the types of informatienn/documents/forms found in the series. Include the purpose or function of the serles.

fl/t’/(/hﬁ“% 0rdes Fu/ wWek ShiT)

on-C4ll calepdace

WA A

7. Record Saries Format(s)

O Letter Size 0O Microfilm
0O Legat Size 4 Computer Tape
Q Bound Book O Floppy Disk

} Audio Tape 0 Video Tape

d Other (specily)

8. Racord Series Sequence 9. Volume .
O File Drawar(s) -
O Alphabetical O Microfiim Reel(s)
' O Computer Tape(s)
O Numerical Number O Other (specily)
O Chronological '
' . 10. Annual Accumulation
O Geographical O Fite Drawer(s)
; 0O Microfilm Roel(s)
0 Other (specify) O Computer Tape(s)
Number O Other (specily)

11. File is Used

g Daily 0 Weekly

12. File Becomss inactive After

O Monthly - O Month(s) O Year(s)
Number :

/37
.‘_~ ) /
Leris ywod cab

13. Current Loqration(s) (Bldg.. Floor, Room)

14. |s Record Series Duplicated Elsewhere?
(i yes, specify agency or office)
a VYes Qg No

15. Access Restrictions . O Yes
(11 Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

0 Noneb a State O Federal 0O Independent

any hadware/software

O Yes O No

17. Is an Index System Used? (It yos, explain briefly and describe 18. Recor -t 7ot

Retain for three years (3) and %Sj :
until all audit requirements have
been met, then destroy

Name and Title of Preparer

20. Telsphone Number 21. Date

H-28- 24

410.884.4441 _ _||




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE Lot

]

JepartmenVAgency

2. Division

i 2 K
At}

<N\

3. Unit

R/

—
—

DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille

Al .

LA pronaergd Lo

2t }
J

5. Earliest YoarlLftest Year

~ 7 WO D -

‘/ elop
g / G ;',éﬁl
! -
"‘{"f" {" / '-b-*l it
[' LS ;f(‘ L

' AM.INTO

{"4 4

6. Record Series Desc}lption (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

]
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
bt 0O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O Chronological
; tion
1 Audio Tape 0 Video Tape 0O Geographical 10 it Aosamass O File Drawer(s)
: ) E 0O Microfilm Reel(s)
0 Other (specity) O Other (specify) O Computer Tape(s)
g Number O Other (specify)
11. File is Used 12. File Becomes Inactive Alter
O Daily O Weekly O Monthly O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
/3 ¥ (If yes, specify agency or office)
8 : O Yes No
LOors wbod cad
15. Access Restrictions . O Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
O None O State O Independent

O Federal

any hadware/software

O Yes O No

17. Is an Index System Used? (If yes, explain briefly and describe

lrla. Recommendad Ratantian

Retain 2 years, then destroy

Name and Title of Preparer

JGS 550-4 (Hev. 1/93)

20. Telephone Number

21. Date

410.884.4441




Instructions - Type or Print a separate lorm for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

PAGE __. OF

JepartmenVAgency

2. Division

QUC refol i/Zj/

AGENCY RECORDS INVENTORY
3. Unit

RPE ll

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. jl
4. Record Series Tille ||

7! 5. Earliest Year/Latest Year

to

—_—

Nidid i

6. Record Series Description (Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.
2 45

) ——

L6IT ~Scape oy Covergger s G
1. s :
ﬂv‘» S/\ 17idm P/‘!/./‘L mieLe-
— - L,“ ‘ 7 ) A ( . 3
: CZ i r“*'( -(', ".{_,&-—» ./ » //' "‘ﬁ// ':C s /~/ I
3 / - % S I ol R 2 20 gy ML PR I TN Ok e Tty T O " i e
_ Pol Ao sensotrit i {

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm Alphabetical O Microfilm Reel(s)
C bt 0 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk 0O Chronological :
10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical D File Drawer(s)
g p . 0O Microfilm Reel(s)
0O Other (specify) O Other (specify) O Computer Tape(s)
i T Number 0O Other (specily)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly Sl v B O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bidg.. Floor, Room) | 14. Is Record Series Duplicated Elsewhere?
Jor Lons (If yes, specify agency or office)
: C.///' (’A[;,"’ ‘;-'1-;.9 : a Yes a No
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Regulation(s)
O None O State 0O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe “ 18. Recommended Retention

any hadware/software

O Yes O No

Namwe %

DGS 550-4 {Rev. 1/93)

Retain until updated or
superceded, then destroy

21. Date
/oA

410.884.4441

N




Instructions - Type or Print a separate form for each
hew or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF __

Jepartmenl/Agency

2. Division

<,
DAL T, ,_,;(

3. Unit

/,_,./
rIE

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposlﬂon’purposes.

4. Record Saries Title ' //] ]} )U'J"J"i?/?v?l’ 58y atton Csmmmss ioms #‘Mé{lﬁsz

5. Earliast Year/Latest Year . P,
b 00 o~

6. Record Series Description (Briefly dascribe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume 97 })//’1‘-:’!' A
{0 File Drawer(s)
O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
e QO Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
Q Bound Book O Floppy Disk a Chronoloéical - ‘
10. Annual Accumulation
1} Audio Tape 0O Video Tape O Geographical nnwa Accu O File Drawer(s)
. . DO Microfim Reel(s)
O Other (spacily) O Other (specity) O Computer Tape(s)
Number 0O Other (spacily)
11. File is Used 12 Filo Bacomes Inactive Aftar '
g Daily 0O Weekly O Monthly e O Month(s) O Year(s)
Number
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
/ST ) (It yes, specify agency or office)
r o 7 O VYes g No
Mol by Lol
1S. Access Rastrictions . 0O Yes O No 16. Audit Requirements
{It Yes. cite Law(s) & Begulation(s) ,
O None a State O Federal O Independent
17. s an Index System Used? (i yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No . .
Retain until updated or
superceded, then destroy

GS 550-4 {Rev. 1/83)

21

. Date

L_’ i E {/

Ty




Instruclions - Type or Print a séparale form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF ___

JepartmenVAgency

2. Division

j@g /"Zf’&?/!?//

3. Unit

L

‘ ODEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d'lsposmon'pu:posas.

(]

4. Record Series Tilla /b(!f( e {ﬂ P /( ‘f-/,'"yﬁ_;,;grﬁ_, ;)/Y.i EYV T st
Cf - O smon e 7/?/-«1?!19 Ab08H

. A\

5. Earliest Year/Latest Year

o 978

6. Record Series Description (Briefly describe the types of informationivdocuments/forms found in the series. Include the purpose or function of the series.

Number

7. Record Series Format(s) 8. Reacord Series Sequence 9, Volume
O File Drawer(s) -
O Letter Size O Microfilm Alphabetical ‘0 Microfilm Reel(s) -
’ 0 Computer Tape(s)
0 Legal Size O Computer Tape O  Numerical Number O Cther {specily)
D Bound Book O Floppy Disk 0O Chronological :
. . 10. Annual Accumulation
1 Audio Tape O Video Tape O  Geographical n m O File Drawer(s)
' . ) O Microfiim Reel(s)
0 Other (specity) Q Other (specify) O Computer Taps(s)
Number O Other (spacify)
11, Fila is Used ‘ 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly O Month(s) 0O Year(s)

13. Current Location(s)

157
Cb}”f VIV 214 pw‘ﬁ"y

(Bidg.. Floor, Room)

O Yes

14. Is Record Series Duplicated Elsewhere?
(It yes, specify agancy or office)
O No

{1 Yes, cite Law(s) & Begulation(s)

15. Access Rastrictions _ O Yes 0 No

16. Audit Requirements

O None ‘

0O State

O Federal O independent

any hadware/software

O VYes 0 No

17. s an Index System Used? (i yes, explain briefly and describe

18. Recommended Retention

Retain until updated or
superceded, then destroy

Namj?pd Title of,

410.884.4441

GS 550-4 {Rev, 1703)

21. Date
Frd 8- 04




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY ‘“

JESSUP, MARYLAND 20794 PAGE - OF .o
JepartmenVAgency 2. Division 3. Unit
[ et P &/
(AN /

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.
9~ Waoe Dasie i,

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

‘ /.} : o

e

4. Record Series Tllle% o 5. Earliest Year/Latest Year

to

“/« 0 ¢ X R

i
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume | o7 lor
O File Drawer(s)
O Letter Size O Microfilm Alphabetical O Microfilm Reel(s)
0O Computer Tapo(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk 0O Chronological
10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical i O File Drawer(s)
: : O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly g O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
o (It yes, specify agency or office)
malroom O Yes O No
15. Access Restrictions . 0O Yes O No 16. Audit Requirements
(It Yes, cite Law(s) & Regulation(s)
O None O State O Independent

O Federal

17. Is an Index System Used? (If yes, explain briefly and describe 18.

Recommended Retention
any hadware/software

O Yes O No

Permanent. Transfer periodically
to the Maryland State Archives

Name an Title of P_;Z’: or 2410.884.4441 21. })ﬁale
mma)

\"




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF

JepartmenVAgency

2. Division

/.‘ / -

-
€

3. Unit

" /E/

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

|

4. Record Series Tille

,'l-/.”=.’.,’ i’

S Ejr’ieﬂ Yoarll.qtost Year

s, Jb»g

-
>

6. Record Series Description (Briefly describe the types of informationrvdocuments/forms found in the series.

Include the purpose or function of the series. F

J st
Ads
: -
( / | & r )
7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
. Annual Accumulati
1 Audio Tape O Video Tape O Geographical a e Pk
' : O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly el O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) | 14. Is Record Series Duplicated Elsewhere?
y o 5 P (If yes, specify agency or office)
! 5, ot P O Yes O No
I~ oK '\.)
15. Access Restrictions . O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Begulation(s)
O None O State O Federal 0O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Relontlon
any hadware/software A N ) : 71220k
,1//4,. & //‘4 Lokl a [t i
Q- Yos O No y
/ /% ’
# Ll
A _/- {
Name itfe of 'rn;a( Jucesr ] 20. Telephone Number : 21. Date :
T R"‘}'Mé 39 ) ,; /
¢ e L #
410.884.4441 :
DGS 5504 (Rev. 193]




o . DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate lorm for each RECORDS MANAGEMENT DIVISION : :
new or revised record series, forward with Record 7275 WATERLOO ROAD
Ratention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
JaepartmenVAgency , 2. Division 3. Unit
De&wmwﬁ,\ £
DEFINITION - RECORD SERIES - A graup 6( related records normally filed and used as a unit for reference as well as retention and d;sposmon’purposes.
4. Record Series Tilla <7 [ Jo, Y dop o o 5. Earliest Year/Latest Year
SYRed Nadsie g o8] 0 22803
6. Record Serias Description {Briefly describe the types of informationn/documents/forms found in the seres. Include the purpose or function of the series.
ol dds Sees S p '
/ Hobydes (ﬁ?ﬁ;} 3. 7‘7[ /3L fUﬂd—s{/ 207 g'j rZDS2
7. Record Series Formal(s) ' 8. Racord Series Saquence ' 9. Volume
O Flle Drawer(s)
0 Letter Siza O Microfilm O Alphabstical O Microfilm Reel(s)
» 0O Computer Tape(s)
QO Legal Size O Computer Tape 0O Numerical Number O Other (specify)
O Bound Book O Floppy Disk O Chronological
- - ’ . 10. Annual Accumulation
J Audio Tape 0O Video Tape O Geographical O File Drawer(s)
X o , O Microfilm Reel(s)
0 Other (spacity) O Other (specify) O Computer Tape(s)
Number 00 Other (specify)
11. File is Used 12, File Becomes Inactive After
a Daily Q Weelly O Monthly O Month(s) O Year(s)
i Number
13. Current Lacatian(s) (Bidg.. Floor, Room) 14. Is Racord Series Duplicated Elsewhere?
,/5% (If yos, -specify agancy or office)
Iy O Yes D No
’!? b’/ ; A e
15. Access Restrictions * O Yes a No 16. Audit Requirements
(1t Yes, cite Law(s) & Begulation(s)
O None Q State O Federal 0O independent
17. Is an Index System Used? (If yos, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O Neo
Name 7 diTile 20. Telaphone Number 21. Date
N 4
410.884.4441 | 7-3.7-0 4
DGS 550-4 (Hev. 1/93)




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE . OF L2

JepartmenVAgency

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

5. Earliest Year/Latest Year
w_ to _éZQ 3

6. Racord Series Description (Briefly describe the types of informationrn/documents/forms found in the series. Include the purpose or function of the series.

/
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume ] b1 nder
O File Drawer(s)
O Letter Size 0O Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specily)
0O Bound Book O Floppy Disk O Chronological
” 3 10. Annual Accumulation
1 Audio Tape 0O Video Tape O Geographical O File Drawer(s)
" : ) 0O Microfilm Reel(s)
0 Other (specily) O Other (specify) O Computer Tape(s)
o g Number 0O Other (specily)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly jhe B2 Mhirnfl e O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. |Is Record Series Duplicated Elsewhere?
151 ' (If yes, specify agency or office)
, O Yes O No
15, Access Restrictions - 0O Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Begulation(s)
O None O State O Federal O Independent

any hadware/software

O Yes O No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

Name and/fille of Preparer, = ~7<.
/\%ﬁf’»‘f R¥ e A
m

20. Telephone Number

410.884.4441

21. Date




Instructions - Type or Print a séparale form for each
new or ravised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF

Jepartment/Agency 2. Division

Semriw%

3. Unit

R

‘ DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.

S Calon s -Wesssletter

5. Earhest Year/ljtesl Year
. ;Q to’

6. Racord Serias Description (Briafly describe the types of informationrvdocuments/forms found in the series. Include the purpase or function of the series.

7. Record Series Formal(s) 8. Racord Series Sequence 9. Volume
O File Drawer(s) -
0O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
' 0 Computer Tape(s)
0O Legal Size 0 Computer Tape Numerical Number O Other (spocify)_
0 Bound Book O Floppy Disk a Chronological
' 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
X L . O Microfilm Reel(s)
0 Other (specity) 0O Other (specify) O Computer Taps(s)
Number O Other (spacily)
11. File is Used 12. File Becomes Inactive After
Q Daily 0 Wealdy 0O Monthly — O Month(s) O Year(s)
Number :
13. Cunenl Locatlon(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?.
/ S (If yes, spacify agency or offica)
Q Yes O No
Low's nfao(/ A
15, Access Restrictions O Yes a No 16. Audit Requirements

(Il Yes, cite Law(s) & Bégulalion(s)

0 None . 0O State

QO Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/soltware

O Yes O No

. Recommended Retention

Retain 2 years, then destroy

410.884.4441

Nar;;y nd[,TitI%m

IG5 550-4 (Hev. 1793)

21, Date

7/.

(/’ZJ) L/




Instructions - Type or Print a separate form for each
new or ravised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ____ OF

JepartmenV/Agency 2. Division

s s
Socruetz VV??’“
!I

3. Unit

R/‘“

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and dsposition purposes.

4. Record Series Title

01} Ke %z/j Shed

S. Earliest Year/fLatest Year

7}

6. Racord Saries Description (Briefly describe the types of informationnvdocuments/forms found in the series. Include the purpose or function of the series.

[nyoiced
Chl wﬁwf g
6}’”& e /h*’,_'?l Cxpn

Plins

Poarteed aeneal f Lok by

7. Record Saries Formal(s) ‘ 8. Record Series Sequence 9. Volume .
O Flle Drawer(s)
O Letter Size Q Microfilm Q Alphabetical ‘0 Microfilm Reel(s) .
- O Computer Tape(s)
O Legal Size 0O Computer Tape O  Numerical Number 0 Other (spocify)_
0 Bound Book O Floppy Disk 0O Chronological
. . ' . 10. Annual Accumulation
i Audio Tape Q Video Tape O Geographical O File Drawer(s)
: . . O Microfilm Reel(s)
0 Cther {specity) O Other (specity) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used 12. File Becomes lnactive Alter
a3 Daily 0 Weekly O Monthly O Month(s) 0 Year(s)

Number

13. Cutrent Location(s)

}30 .
Lon's wBod cédk.

(Bldg.. Floor, Room)

14. Is Record Series Duplicated Elsewhere?
(It yes, spacify agency or offica)
O Yes O No

15. Accass Rastrictions O Yes

) a No
(If Yes. cite Law(s) & Begulation(s)

16. Audit Requirements

O None O State O Federal O Independent

17. Is an Index System Used? (it yes. explain briefly and describe
any hadware/software

0O Yes D No

18. Recommended Ralention

f&Jw s/ afZ % L gt
I

”11 Q. WmM /ZZ»L/V{«&?W;

et

Namg's and Title of Pragarer

,»..f

i/\_f

J__,!/ I 20. Telephone Number
8 tie

-

410.884.4441

DGS 550-4 {Rev. 1/33)

21. Date




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY Wl

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE __ OF ___
JepartmenVAgency 2. Division 3. Unit
. (
DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and disposition purposes.
; i Ib B g 3 S~ 5. Earliest Year/Latest Year
4. Record Series Title Pyl _‘3/’/,/ DOsxS iSO - 7/ e .:"‘b'-’/
Danh A et LRy S »
é. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume [ 000K
O File Drawer(s)
O Letter Size O Microfilm Alphabetical O Microfilm Reel(s)
BT O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (speciy)
0O Bound Book O Floppy Disk O Chronological
; : 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
i : . 0O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weelly O Monthly I 1§ O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
§ (If yes, specify agency or office)
Y O Yes g No
15. Access Restrictions . O Yes 0O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software S . o
O Yes O No {/‘/[";-m.; Al L 207 o
P L 4‘; ®
Name 7@1« W 20. Telephone Number 21. Date
DGS 5504 (Hov—1753) 410.884.4441




; DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION g
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE ___ OF __..
Jepartment/Agency 2. Division 3. Unit
s’ Ao "'/‘ o 'f /’ -'// -
DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and disposition purposes.
i ¢ i {57 a0 RNr” ] Ve PR 5. Earliest Year/Latest Year
4. Record Series Tille T hiwlcay | Parchrase /,_-\/_‘ s~ el Yo i zo 1) 3
6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.
‘,’/ v " fl,‘v',«:r«
s _)/f' RISy "I’"'f‘,!.‘
,k / : z B . y s
M.y ls s Bind
( L ¢ RS s e i iy, i N . A Yt % e | =
7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm 0O Alphabetical O Microfilm Reel(s)
e e 0O Computer Tape(s)
O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
d . 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical O File Drawer(s)
: L . O Microfilm Reel(s)
O Other (specify) O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly el T O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
1351 (If yes, specify agency or office)
L‘,;),-- 5 oo Cak O Yes O Neo
15. Access Rastrictions . O Yes 0O No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
O None O State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software

O Yes O No

W4 / /p s :
Name /@% Ol:W l 20. Telephone Number 21. Date

gm. 1783) 410.884.4441




Instructions - Type or Print a séparale form for each
new or ravised record saries, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE ___ OF ____

JepartmenVAgency

2. Division

f&;fg;f‘wu;

3. Unit

DEFINITION - RECORD SERIES - A group bf related records normally filed and used as a unit for referance as well as retention and dspasition purposes.

4. Record Series Title

Pluchase Ovder oodis

5. Earliest Year/Latest Year

Qo J97/

6. Record Series Description (Briefly describe the types of informationn/documents/forms found In the series. Include the purpose or function of the series.

7. Record Series Format(s) 8. Record Serles Sequence 9. Volume
O File Drawer(s}
O Letter Size 0 Microfilm O Alphabestical O Microfilm Reel(s)
— 00 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (spedly)
0O Bound Book a Floppy- Disk O Chronological -
' 10. Annual Accumulation
) Audio Tape Q Video Tape O  Geographical n 0 File Drawer(s)
X o , O Microfilm Reel(s)
O Other (specity) O Other (specify) O Computer Tapa(s)
Number 3 Other (spacily)
11. File is Used - 12. File Becomes Inactive After
O Daily 0 Weeldy O Monthly O Month(s) 0O Year(s)

Number

13. Current Lor:gtion(s) (Bldg., Floor, Room)

e

14, Is Record Series Duplimtad Elsewhera?
{!f yes, spacify agency or office)

O Yes O No

15. Access Restrictions . D Yes O No 16. Audit Requirements

(It Yes, cite Law{s) & Begulation(s) .

0 None O State O Federal 0O independent

17. Is an Index System Used? (! yos, explain briefly and describe 18. Recommended Retention

any hadware/software

O Yes O No
Name and Title of Preparer 20. Telephone Numbar 21. Date
Fd

SAi /I

GBS 5504 (Hev 1799)

410.884.4441

5S40y




Instructions - Tybe or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION . :

7275 WATERLOO ROAD
P£.0. BOX 275
JESSUP, MARYLAND 20794

PAGE ____ OF

JepartmenVAgency

2. Division

e
d

3. Unit

/

s ,\J f i

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for refarence as waell as retention and disposition purposes.

4. Record Series Title { tw b 4

5. Earliest Year/Latest Year

02 w0k 77"'/'

s ;

\}wl‘,xq! :’ ’i‘ 5’.
i” el O
{_,,.{'.; ff.‘. >
™\ S
{0 LS

(It Yes, cite Law(s) & Begulaﬁon(s)

7. Record Series Formal(s) 8. Racord Serles Sequence 9. Volume
O File Drawer(s)
0 Letter Size O Microfilm 0O Alphabetical O Microfilm Reel(s)
» — 1 Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number 0O Other (specify)
0O Bound Book O Floppy Disk O Chronological
: - . 10. Annual A lation
J Audio Tape D Video Tape O Geographical nnual Accumd O File Drawer(s)
. o, . 0O Microfiim Reel{s)
O Other {specity) a Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used ‘ 12. Flle Becomes Inactive After
0 Daily 0 Weekly O Monthly D Month(s) O VYear(s)
Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplimted Elsewhera?
15F (I yes, specify agency or office)
L{]_/;_‘E;A'.}’ e O VYes o No
15, Access Restrictions O Yes 0 No 16. Audit Requirements

Name and Tllle of Pr ;p er
W ied ] .

M v

GS 550-4 {Hev. 1/83)

O None g State O Federal O independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software
O Yes O No
20. Telephone Number 21. Date

: Jd
.7 (2/__ 7Y L
§ o 4 £

I3 e B ¥

410.884.4441




Instructions - Type or Print a séparate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
'"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF

JepartmenVAgency 2. Division

. ; Gl reist g/

3. Unit

i?/’{é"’

DEFINITION - RECORD SERIES - A group 6( related records normally filed and used as a unit for reference as well as retention and d_isposmon'purposes.

4. Record Series Title ‘ ; A

Emp /Japn en

wt B
Urag )JZu:g /(/b’ 72 g ) @u.z.www

5. Earliest Year/Latesl Year

6. Racord Serias Dascription (Briefly describe the types of informatiannvdocuments/forms found in the series. Include the purpose or function of the searles.

7. Record Saries Farmat(s) 8. Racord Serles Sequence 9. Volume
Q File Drawar(s) -
O Letter Size 0 Microfilm O Alphabetical O Microfilm Reel(s)
) O Computer Tape(s)
O Legal Size Q Computer Tape O Numerical Number g Other (specify)
a Bound Book O Floppy Disk O Chronological
. . 10. Annual A ulation
1 Audio Tape O Video Tape O Geographical finual Accum Q File Drawar(s)
: o . O Microfilm Reel(s)
0 Other (specity) aQ Other (speufy) O Computer Tape(s)
Number O Other (specify)
11. Fila is Used ‘ 12. File Becomss inactiva Alter
O Daily 0 Weekly O Monthly QO Month(s) a Year(s)

Number

13. Current Locahon(s)

157§ ”a,odu
y DY/~ 1 ,)ztf’-/

(Bldg., Floor, Room)

14, Is Record Series Duplicated Elsewhere?
(it yes, specify agency or office)
a Yes O No

.|

15. Access Rastrictions O Yes

. a No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

0 None 0 State

0O Federal O Independent

17. Is an Index System Used? (!t yos, oxpfain briefly and describe
any hadware/software

O Yes : 0 No

18. Rocommen_ded Retention .
Kefan 7'7/‘/ 2 (Lfy?' s By ‘?(J‘C.z
nf t
of 4 unx —//he,ﬂ défr?da/

2 410.884.4441

7

Namggnd Title oFPreparer
7
/) 7 ‘, 2t »

DGS 550.4 (Rev. 1753)

21. Date

?L‘ o! ?"O“I/




new or revised record series, forward with Record
Retention Schedule (DGS §50-1)

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY “

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE __ OF ___
Jepariment/Agency 2. bivision 3. Unit ‘ . .
Surcfamc,« e a,f/f/‘?;*%w‘f'/z ditrr

DEFINITION - RECORD SERIES - A group 61 related records normally filed and used as a unit for relarence as well as retention and disposltion purposes.

4. Record Series Tilla

\() w;v\« vJ*iy -

Erizrape Pccéz A n3ed

5. Earliast Year/Latest Yeoar |
K03 1w

2977

6. Record Series Description (Briefly describe the types of informationrvdocuments/forms found in the series. Include the purpose or function of the saries.

7. Record Series Format(s) 8. Racord Series Sequence 9. Volume .
O File Drawerl(s)
O Letter Size O Microfilm 00 Alphabetical O Microfilm Reel(s) -
-_ 00 Computer Tape(s)
0 Legal Size 0O Computer Tape O Numerical Number O Other (specily)
0 Bound Book D Floppy Disk a Chronological '
' . 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical nau mu O File Drawer(s)
X L , 0O Microfilm Reel(s)
O Other (specily) O Other (specify) O Computer Tape(s)
Number 0O Other (specily)
11. File is Used . 12. File Becomss Inactive After
Q Daily 0 Weekly O Monthly O Month(s) O Year(s)

Number

13. Current Location(s)
]5 h

/ ., - el
LovwS Wordl Fle raf

(Bldg.. Floor, Room)

14. Is Record Serias Duplimtad Elsewhere?
{It yes, spacify agency or offica)
O Yes O No

15. Accoss Restrictions . 0 Yes
(1 Yes. cite Law(s) & Begulation(s)

0O No

16. Audit Raquirements

a NoneA QO State QO Federal

O Independent

any hadware/software

0O Yes 0O No

17. Is an Index System Used? (If yes, oxplain briefly and describe

18. Recommended Retention
’ \ (\U:h
ah;'{dm

N
Retain 3 years, then destroy

410.884.4441




——

new or revised record series. forward with Record
Retention Schedule (DGS 550-1)

instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275

AGENCY RECORDS INVENTORY

JESSUP, MARYLAND 20794 PAGE __ OF ____
JepartmenV/Agency 2. Division 3. Unit
—
7 / / e
éﬁ@4ﬁ%ﬁn RIE

DEFINITION - RECORD SERIES - A group 6! related records normally filed and used as a unit for reference as well as retention and d_isposlﬂon‘purposes.

4. Rocord Series Tille

: ”

A V LA

i Frony o f""yﬁdj arisi i (A A ok

vetaier )

5. Earliest Year/Latest Year .00 [

to bl
2043

6. Record Saries Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

GS 550-4 (Rev. 1/33)

7. Record Series Format(s) 8. Racord Serles Sequence 9. Volume
O File Drawer{s) -
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
—_— 0 Computer Tape(s)
0O Legal Size 0O Computer Tape 3 Numerical Number 0O Other (spedly)
0 Bound Book ~ 0 Floppy Disk O Chronological :
. . ' . 10. Annual A ulation
J Audio Tape O Video Tape O Geographical nnusat Accum O File Drawer(s)
X L , 0O Microfilm Reel(s)
0 Other {specity) O Other (specify) O Computer Tape(s)
Number Q Other (specily)
11. File is Used - 12. File Becomes Inactiva After
a Daily 0O Weeldy O Monthly O Month(s) 0O Year(s)
i Number :
13. Current Localion(s) (Bldg.. Floor, Room) “ 14. Is Record Series DUpliwted Elsewhere?
/ 5+ &0}%1’ FpTan (It yes, specify agency or office)
‘ y a Yes g9 No
4DV duty
[
15. Access Rastrictions . O Yes a No 16. Audit Requirements
(It Yes, cite Law(s) & Ragulation(s) .
O None a State O Federal 0 Independent
17. Is an Indéx System Used? (If yes, explain briefly and describe 18. Recommended Retention
any hadware/software asres ;rum.‘n:mwn,
Retain 3 years, then destroy
O Yes 0O No
Name and Title of Preparer 410.884.44 41 21. Date

e A ’
[-/J,G‘,/ ﬁ?{




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION ;

7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE" o5 OF

JepartmenVAgency

2. Division 3. Unit

~

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title y

VD (2 e 110

ne Lard |/

’ " 5. Earliest Year/Lalest Year
( ' to 'Oy

/.

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume / ‘ rAl NETY
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
. 1Y o W 0O Computer Tape(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
O Bound Book O Floppy Disk O Chronological
: lati
1 Audio Tape 0O Video Tape O Geographical T A g‘ File Drawer(s)
; " 0O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0O Weekly O Monthly s 20 el O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
- (It yes, spacify agency or office)
O Yes O No
15, Access Restrictions O Yes O No 16. Audit Requirements
(I Yes, cite Law(s) & Regulation(s)
O None O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recomr
any hadware/software
O Yes O Ne Retain until updated or
superceded, then destroy
Name Title of Preparer l 20. Telephone Number 21. Date
Q7L {fé%(/‘ﬁ
410.884.4441
i OV.




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

7275 WATERLOO ROAD
P.O. BOX 275

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION :

JESSUP, MARYLAND 20794 PAGE ___ OF __

JepartmenVAgency

2. Division

< £

D) QCW’W"(L/\
F
f

3. Unit

S
K /&

DEFINITION - RECORD SERIES - A group bl retated records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille . At .
72,‘;—«'!;,*»’_?% I AL AR Y

EEN
;

S

Lo

1o
’: . y—"}".‘.’{:)/{ﬁ -

5. Earligst Year/L%le;.;l Year
e 3 to <Al

6. Record Saries Description (Brieflly describe the types of informationn/documaents/forms found in the series. Include the purpose or function of the serles.

1
7. Record Series Formal(s) 8. Record Serles Sequence 9. Volume 7 DES
: 0O File Drawer(s)
0 Letter Size 0 Microfilm a Alphabetical O Microfilm Reel(s)
— 0 Computer Taps(s)
O Legal Size O Computer Tape O Numerical Number O Other (specily)
0O Bound Book Q Floppy Disk O Chronolegical
0. al A lati
J Audio Tape 0O Video Tape O Geographical 10. Annual Accumula Sn File Drawer(s)
. \ O Microfilm Reel(s)
0 Other (spacily) a Other (specity) O Computer Tape(s)
Number 03 Other (specify)
11. File is Used . 12. File Becomes Inactive After
O Daily 0 Weekly 4O Monthly - D Month(s) 0 Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Eisewhere?
’j 57 ’ (If yes, spacify agency or office)
r 0L - P 8 Yes O No
HMad binch it
15. Accass Rastrictions . 3 Yes a No 16. Audit Raquirements
(M Yes. cite Law(s) & Regulation(s)
. O None 0O State O Federal O -independent
17. is an Index System Used? (M yas, explain briefly and describe 18. Recomy
any hadware/software Retain 2 years, then destroy
O Yes 0O No

Name/fﬁge o% o l 20. Telephone Number
7 h
A 4 e

GS 550-4 {Rev. 1793)

410.884.

4441




Ratention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each
new or revised record series, forward with Record

DEPARTMENT OF GENERAL SERVICES
"RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
£.0. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE __ OF

JepartmenVAgency

2. Division

—~
\:\J‘e‘-’r 3

3. Unit

DEFINITION - RECORD SERIES - A group bl related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tilla

Phone Mmetage hodlts

6. Record Serias Description (Briefly describe the types of informationn/documents/forms found in the series

. Include the purpose or function of the series.

Number

7. Record Series Format(s) 8. Record Series Sequencé 9. Volume
O File Drawer(s)
O Letter Size O Microfilm a Alphabetical O Microfilm Reel(s)
' 00 Computer Tape(s)
O Legatl Size O Computer Tape O Numerical Number 3 Other (specify)
O Bound Book O Floppy Disk QO Chronological
. . ' . 10, Annual Accumulation
1 Audio Tape 0 Video Tape 0O Geographical O File Drawer(s)
' _— . 0O Microfilm Reel(s)
O Other (specity) a Other (specify) O Computer Tape(s)
Number O Other (specily)
1. Fils is Used 12 Filo Becames Inactive After
O Daily 0 Weeldy O Monthly O Month(s) © O Year(s)

13. Current Locatlon(s)

#H'/c

(Bidg.. Floor, Room)

14. |s Record Series Duplicated Elsewhere?
(It yos, specify agency or office)
O Yes O No

15. Access Restrictions 0 Yes

. O No
{1 Yes, cite Law(s) & Begulation(s)

16. Audit Requirements

410.884.4441

OGS 550- (Rev. 175%)

O None a State O Federal O Independent
17. Is an index System Used? (If yos, explain briefly and describe 18. Recommended Ratention
any hadware/software
O Yes O Neo
Name “’5{ itle of Preparer' %C‘"” 20. Telephone Number 21. Date

S Yoy




new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

Instructions - Type or Print a separate form for each

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION :

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE __ OF

JepartmenVAgency

o]

2. Division 3. Unit

RIE

5/72 Crers R

DEFINITION - RECORD SERIES - A qrouvf—ryatod records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille ‘———'P*"A}//

5. Earliest Year/Latest Year

5"/ e~
it " 2002,

> ‘J“'—

6. Record Seﬂwmpum (Briefly describe the types of lnlonnaﬂoandowmentsltonns found in the series. Include the purpose or function of the series.

Ceott

v 2k Vesgon Conlrvad roale {7 IAFUrAL
LV . $ e ozt & ‘,,.—-:;/«'.ﬂ
Bacitgromenf - C Sutesimaryl e GO S g g
: v erra)
9.5 i v g T o

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size 0 Microfilm Alphabetical O Microfilm Reel(s)
AR O Computer Tape(s)
0O Legal Size 0O Computer Tape O Numerical Number O Other (specify)
0O Bound Book O Floppy Disk O Chronological
: ! 0. al A latiof
1 Audio Tape 0 Video Tape O Geographical P e Dn File Drawer(s)
¥ : 3 0O Microfilm Reel(s)
O Other (specity) 0O Other (specify) O Computer Tape(s)
Number O Other (specify)
11. File is Used 12. File Becomes Inactive After
a Daily 0 Weekly O Monthly At - iy O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg., Floor, Room) [ 14. Is Record Series Duplicated Elsewhere?
JoF Ceapy pocnt (If yes, specify agency or office)
A g O Yes O No
17’.,4// 30457 /
15. Access Rosmcllons/ 0O Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s)
O None Q State O Federal 0O Independent

any hadware/software

O Yes O No

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

/ :J—»Z’LL' .’/:,_j/_lo é /(/// F 7%

Name and Title of Preparer

P

,/fﬁ")!. 7’ 4%}%‘
7 i 23 P
/ N, g f. >

JGS 550-4 (Rev. 1/93)

I 20. Telephone Number

410.884.4441

21. Date




Instructions - Type or Print a separate form for each
new or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY *"

PAGE __ OF ||

JepartmenVAgency

2. Division
et

Y

(

3. Unit

- Rle

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille “"’ g Lo ’
&‘\h’m_._—_’/

)
y {7
/./}//.‘ -/L'/:,;y 4 . ’ = ',4 F

5. Earliest Year/Lalest Year
to

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

R Vs 4 J
’J‘ i/ 'j""’ /"-‘ ‘v.’"‘!{l (. “L, 4 T 7107 _)
7. Record Series Format(s) 8. Racord Series Sequence 9. Volume | 2ind<r”
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
0 Bound Book O Floppy Disk O Chronological
. S ) 10. Annual Accumulation
1 Audio Tape O Video Tape O Geographical O File Drawer(s)
: ; 0O Microfilm Reel(s)
0 Other (specify) O Other (specify) O Computer Tape(s)
Number 0O Other (specify)
11. File is Used 12. File Becomes Inactive After
O Daily O Weekly O Monthly S L i W O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) 14. |Is Record Series Duplicated Elsewhere?
j (If yes, specify agency or office)
. 3 O Yes O No
{d Nk . .'/
15. Access Restrictions . 0O Yes 0O No 16. Audit Requirements
(It Yes, cite Law(s) & Begulation(s)
O None O State O Federal O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

O Yes O No

18. Recommendad Ratantion

Permanent. Transfer periodically
to the Maryland State Archives

20. Teleohone Number

DGS 5504 (Rev. 1793)

410.884.4441

21. Date




X DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
Instructions - Type or Print a separate form for each RECORDS MANAGEMENT DIVISION ;
new or revised record series, forward with Record 7275 WATERLOO ROAD
Retention Schedule (DGS 550-1) P.O. BOX 275
JESSUP, MARYLAND 20794 PAGE . OF ___
JepartmenVAgency 2. Division 3. Unit
Oecretard. L/ E
AL (, ] f /
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Tille A Ve / / g C Pt i 5. Earliest Year/Latest Year
b\//'./'(. :/ 11L) ® = =Ty : o
\ \/’

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series.

h l<

(B R > e LT (2S¢ -
Cenitux N SMLALV LA ]S A ade)
ot rlee

/\ W L gne ./".—‘ur | ) \-Q/LQ_,: .

{®

7. Record Series Formal(s) 8. Record Series Sequence 9. Volume
O File Drawer(s)
O Letter Size O Microfilm O Alphabetical O Microfilm Reel(s)
LG 0 Computer Tape(s)
0O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
0 Bound Book - O Floppy Disk 0O Chronological
. A 10. Annual Accumulation
1 Audio Tape 0 Video Tape O Geographical i ¥ O File Drawer(s)
¢ A . O Microfilm Reel(s)
0 Other (specily) O Other (specify) O Computer Tape(s)
Number O Other (specily)
11. File is Used ' 12. File Becomes Inactive After
a Daily 0O Weekly 0O Monthly e, O Month(s) 0O Year(s)
Number
13. Current Location(s) (Bldg.. Floor, Room) | 14. Is Record Series Duplicated Elsewhere?
/57” | (If yes, specify agency or office)
LonG woeed calb O Yes o No
15. Access Restrictions - 0O Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Begulation(s)
O None 0O State O Federal O Independent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recnmmandad Ratantinn
any hadware/software Screen annually. Destroy material having no
further fiscal, legal or operational value. Retain
O Yes O No permanently any material that serves to
document the origin, development and
accomplishments of the department. Transfer
periodically to the MD State Archives
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